
 
 

 

General Internship Job Description 

           June 2016 

 

1. Main purpose of the job 

 

Ovarian Cancer Action (OCA) strives to stop women dying of ovarian cancer.  Ovarian cancer is the 

largest gynaecological killer, with 7,000 women diagnosed each year in the UK.  We fund world-

class scientific research leading to innovative treatments and campaign to ensure women and 

healthcare providers know the risk factors, symptoms and treatment options to enable informed 

and rapid action.   

 

We are recruiting for an intern to support the OCA team during our busy 10th anniversary year. 

 

You will gain valuable experience within a rapidly growing team. You will be given projects to work 

on across numerous departments within the charity including Public Affairs, Digital, 

Communications, Awareness, Marketing, Fundraising, Finance and Operations. This internship will 

provide you with the training, skills and experience needed to kick start a career in any sector. 

 

This will be a 6 month contract with the possibility of extension. 

 

This is a full time role but part time applicants will be considered for minimum 3 days a week. 

 

Salary is £19,000 p/a.  

2. Position in organisation 

 Reports to Public Affairs and Operations Manager 

 Responsible for N/A 

 Main relationships 
Public Affairs and Operations Manager, Digital and PR Managers, 

Fundraising team, Healthcare Projects Manager, volunteers. 

3. Scope of the job and responsibilities 

  

 

The internship will have particular focus on our public affairs campaigning and supporting our 10th 

anniversary projects.  

 

This will include: 

 

- Assisting the Public Affairs and Operations Manager with a research project on regional 

uptake of BRCA testing with the aim to write and launch a policy document at the end of 

the year and helping to plan a subsequent political campaigning strategy. Assist with 

research and governance projects where necessary.  

 

- Supporting the Digital Manager with digital projects including monitoring analytics, 

content creation, research and social media management.  

 



 
 

- Assisting the Healthcare Projects Manager with awareness projects and administration of a 

large network of Ovarian Cancer Action Voices. 

 

- Supporting the Head of Communications with 10th anniversary communications and 

marketing projects, including supporting the creation and production of a dedicated 

publication. 

 

- Support the fundraising team with 10th anniversary event logistics. Assist with 

administrative tasks and research where appropriate.  

 

- Support the Senior Management Team in the development of a research strategy. 

 

 

What we are looking for 

 

Essential  

 
- An enthusiastic, hard-working, reliable individual  

- An interest in campaigning and communications.  

- Good, writing, research and communication skills. 

- Ability to handle multiple projects and work to tight deadlines 

- Good organisational skills and close attention to detail 

- All-rounder who is looking to develop experience in a range of areas 

-       Good level of IT literacy 

- Passionate about the aims and values of the charity 

- Good people skills and the ability to fit in well with a dynamic team 

 

Desirable 

 

- Experience of the voluntary / and or health sector. 

 

4 

General responsibilities 

 To contribute positively to the organisation including: contributing to team meetings, team 
working and implementing organisational priorities. 

 Be flexible within the broad remit of the post. 

 Be self-starting and able to act on own initiative where necessary. 

 To stay informed with all up to date information about Ovarian Cancer and brief appropriate 
team members. 

 Be able to travel occasionally as required in the UK to fulfil the role and work out-of-hours. 

 

This job description does not form part of your contract of employment. The duties laid down in 
this job description may change from time to time following a review and in consultation between 
post holder and Chief Executive. 


