
Visit  Nott inghamshire:  A guide for interns



• Nottinghamshire is a leading tourism destination with a world-class reputation for its legends, local 

traditions, culture, sport and heritage.  Tourism is estimated to be worth £1.979bn to the local economy.

• Visit Nottinghamshire (which includes Meet in Nottingham) is the division of Marketing Nottingham 

responsible for driving leisure and business visitors to the city and county.

• We primarily target visitors outside of a 30 minute drive time, and have over 4.2 million visitors to our 

website every year.

• We work with over 500 private sector partners and Nottingham City Council to grow the visitor economy

• We also manage the city’s award-winning Tourism Centre.



Internships at Visit Nottinghamshire: what skills do we look for?

• Excellent written communication – being a great writer means you can help us to create high quality content for 

our website, social media and newsletters.

• A ‘people person’ – you’ll be speaking to local businesses and organisations, journalists as well as prospective 

tourists, so you’ll need to be friendly, polite and professional.

• Organisational skills – it’s a busy, varied and fast-moving role, so it helps if you are well-organised.  

• Creativity and resourcefulness – helping us to come up with fantastic campaign ideas, often within time and 

budget constraints. 

Any previous experience in digital marketing (including website management, SEO and social media), PR and 

journalism, graphic design/ photography/ video, or the tourism and hospitality industry would definitely be a 

bonus!



What kind of tasks could you be 

doing at Visit Nottinghamshire?

Each internship will depend on the skills, experience and interest of the individual, so the following 

list is not intended to be exhaustive. We are always open to suggestions for tasks, activities and 

projects that interns could do for us depending on their skill set!

The role will be primarily remote/hybrid, likely with the opportunity to work in-person around once or 

twice a week. We will discuss this with you prior to starting the internship. Please note that we can 

only offer unpaid internships.



Creating social media posts

Visit Nottinghamshire (@visitnotts) has several social media 

channels, and we are very active on Twitter, Facebook and 

Instagram. @MeetinNotts, the conference bureau, is also active on 

Twitter.

We use these platforms to provide ideas, inspiration and 

information about Nottingham and Nottinghamshire.

Sometimes we’ll highlight a particular venue or attraction, other 

times we share exciting news, or create a post with a particular 

theme (e.g. talking about Robin Hood, history, food or anything 

else that tourists would find interesting). @MeetinNotts posts 

content relevant for the conference/ meetings sector.

We aim to do at least one post on Twitter and Facebook per day, 

plus several retweets/shares, and we schedule in posts on Friday 

to make sure the accounts are still active over the weekend when 

we’re not working.

https://twitter.com/VisitNotts
https://www.facebook.com/VisitNotts
https://www.instagram.com/visitnotts/
https://twitter.com/MeetInNotts


Writing blogs

We aim to keep our blog section refreshed and up to date 

with relevant content for readers. This varies, but it can be 

‘round-up’ style blogs (best beer gardens, best winter 

walks, top events on this weekend), reviews of Notts 

venues and attractions that we have visited, Q+A style 

interview blogs, interesting content about Nottingham’s 

history and heritage, and more!

https://www.visit-nottinghamshire.co.uk/blog


Writing consumer newsletters

We have a database of approximately 35,000 people who have 

signed up to read our monthly consumer newsletter, which we 

create using a tool called Dotmailer.

This newsletter is often based around a particular theme (e.g. 

seasonal such as Valentine’s Day, summer in Nottingham, 

Christmas) and highlights things for people to see and do in 

Nottingham and Nottinghamshire. Sometimes it also includes a 

competition to win a prize.

It includes text, images and links to more information, and aims 

to inspire people to book a visit to Nottinghamshire.

We have a guide on writing newsletters in the Marketing →

‘How to’ guides file.



Helping us run competitions

We regularly run competitions in partnership with local 

businesses who are often very keen to offer prizes and get some 

extra exposure for their business. Prizes include things like 

tickets to an event, an overnight stay in a hotel or a meal in a 

restaurant – or sometimes all three in one big package if we’re 

running a major competition!

Sometimes these are run exclusively on social media, and other 

times have a dedicated page on our website and a feature in the 

consumer newsletter.

Interns may support us to ask local businesses if they would like 

to offer a prize, help us to promote the competitions via our 

channels, and contact the winner to arrange their prize.

https://www.visit-nottinghamshire.co.uk/news-offers-and-prizes/competitions


Adding events to the website

One of the most popular sections of our website is our 

‘What’s On’ calendar, and visitors can check out this 

section to see which events will be taking place during 

their visit to Notts.

Local businesses that partner up with us can submit 

their events via the Submit Event form, and then we 

can log in and approve it as long as it meets our 

quality standards (e.g. Does it provide enough 

information for the reader? Does it make you want to 

attend this event?).

We can also create new events ourselves, or edit 

existing events (e.g. to add in extra dates, or update 

the images and content). We have a guide on how to 

load events in the Marketing → ‘How to’ guides file.

https://www.visit-nottinghamshire.co.uk/whats-on


Updating member listings

Every local tourism and hospitality business which is a member of 

Visit Nottinghamshire and/or Meet in Nottingham has a ‘listing’ on 

our website, providing information (including their opening times 

and prices), images and sometimes the option for visitors to book 

directly through our website.

Sometimes these businesses may contact us to ask if we can 

update their listing e.g. revising the opening times or prices, 

adding newer images, or changing the content - such as in the 

email below – so we log in and make these changes.



Searching for information about 

our member businesses

We often create new sections on our website relating to a 

particular theme or campaign, and we need to find out what local 

businesses are doing and whether we can include them in our 

promotional activity.

This involves checking their websites and social media pages for 

updates (for example, we might have a look to see which venues 

and attractions are running family-friendly Easter events, or 

offering Valentine’s Day deals).

Once we know what their plans are, we can help to promote 

them on our websites, social media and newsletters.



Designing graphics

We often design attractive graphics and banners for our website, 

newsletters and social media using a tool called Canva. These generally 

feature eye-catching images and a title, and will normally be in the Visit 

Nottinghamshire branding and style.

If you’ve got an eye for design, you could help us to create new graphics 

using the existing templates in Canva.

We have a guide to using Canva in the Marketing → ‘How to’ guides file.



Helping us to respond to 

journalist enquiries

Visit Nottinghamshire receive enquiries every day from 

journalists who are planning to write a particular feature 

(often in national news outlets such as the Guardian or 

Daily Mail) via a tool called ResponseSource.

We read all the enquiries to see whether there are any 

suitable ones, and if there is then we will send over 

content, images and a link to more information to the 

journalist. Sometimes we’ll also invite the journalist to come 

and experience it for themselves if they would like to!

Journalists don’t always have the time to inform us if 

they’re going to actually use our content, so it’s up to us to 

check later on to see whether Nottingham was featured.



Helping Visit Notts to 

prepare for interviews

Visit Nottinghamshire are often invited to be a 

spokesperson on local or regional news 

channels (such as BBC Radio Nottingham or 

ITV Central), talking about news relating to the 

tourism sector. Sometimes these interviews are 

live, and sometimes they are pre-recorded.

You won’t be asked to do any interviews as part 

of your internship, but you could assist with 

background research to make sure the 

spokesperson is as prepared as possible to talk 

about the topic in question, and creating some 

helpful notes to guide the conversation.



Helping us to run events

From time to time, we run events such as the 

Nottinghamshire Hospitality STARS Awards or our annual 

Visitor Economy Summit.

You may be able to support us in the planning and running of 

such events. This could include sending out invitations, 

promoting the event on social media, helping with press 

activity around the event and more.



Helping us with Research 

and Insights

If you’re interested in data and analytics, you may 

be able to assist us with research and insights 

which can help to inform our future activity.

This could involve doing an analysis of which of 

our web pages or social posts are performing 

particularly well (and why?) or helping us to 

create surveys for consumers or local businesses 

to understand current attitudes or gain feedback.

Depending on the scale of the research 

undertaken, there may be the opportunity to 

engage with the Research & Evaluation team of 

national tourism body VisitEngland.



Helping Meet in Nottingham to 

manage small enquiries

Meet in Nottingham often receives smaller enquiries that come 

through the website or via phone, with people looking for a venue 

(and sometimes other services) for an event they are planning.

We primarily focus on bringing large scale events to Nottingham but 

we occasionally get enquiries like birthday parties, day meetings, 

award dinners and breakfast meetings. You will liaise with the client 

and gather all their relevant event details before forwarding the 

enquiry to suitable venues which meet the requirements.

Depending on the commission value, we will liaise with the client 

from enquiry stage to booking stage. For very small events that offer 

limited commission value, we send the client’s contact details to the 

venue and ask that they liaise with each other direct. 



Posting news and offers on the 

Meet in Nottingham website

You may be asked to assist us by posting new content on the 

Meet in Nottingham website. Adding new content helps to 

improve the website ranking on Google and drive more traffic.

Often this will be in the form of a press release relating to the 

conferences sector – either our own news, or relevant news 

we’ve received. We can also use the website to promote 

Special Offers from our member venues.

The Marketing team will show you how to add these onto the 

website.



Working in the Nottingham Tourism 

and Travel Centre

We also manage the city’s award-winning Nottingham Tourism and 

Travel Centre, based off Old Market Square. From time to time, you 

may be offered the opportunity to work a short shift (usually around 2 

hours) alongside staff in the Nottingham Tourism and Travel Centre, 

providing ideas and inspiration to tourists who come in.

Tourists might ask you for suggestions and recommendations on what 

to see and do in Nottingham and Nottinghamshire, including attractions, 

restaurants, events and more, so it’s a great opportunity to show off 

your local knowledge.



Interested in an internship at Visit Nottinghamshire? Next steps:

That’s great - we’d love to hear from you!

Please take a careful look at our website and social media channels to familiarise yourself with who we are and what we do.

Please send us your CV and a cover letter. The cover letter should include:

• Your skills, experience and interests

• What you’re hoping to gain from this internship

• The type of projects or tasks you’d like to undertake during the internship. This could be based on the tasks highlighted in this 

document, or an alternative suggestion based on your strengths and interests – we’re happy to consider new ideas!

• Your availability (when do you want the internship to start and finish, how many days or hours a week are you looking to work?)

Please send this to marketing@visit-nottinghamshire.co.uk

mailto:marketing@visit-Nottinghamshire.co.uk

