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Visit Nottinghamshire: A guide for interns



VISIT NOTTINGHAMSHIRE

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

ring Wollaton Hall -

Read maore

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

Read mare

venues and attractions that we have visited, Q+A style
interview blogs, interesting content about Nottingham’s

history and heritage, and more! '

Nottinghomshire is stunning at this time of yeor ond a frosty walk can be just the tonic o combat seasonul blues or rouse you from your festive stupor on Christmaos

you've overdone it a kttle on the mince pies this year, wrap up cosy and toke o wonder around ong of 1he county’s country parks, cencls Or Our «Coni



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.

After all the excitement and merriment of Christmas and New Year celebrations. January can
sometimes feel a little grey. The urge to hibernate may be strong, but there are plenty of things to do
around Nottinghamshire to help you banish those pesky January blues.

Whether you're a bit strapped for cash, looking for new ways to get active, or just looking to boost
your mood, we've compiled an array of events and things to do to help you start 2020 with your best

foot forward.

Don't forget to check out our what's on pages for even more events coming up

FEELING GOOD

The evenings may still be dark, but there's no need to stay inside feeling gloomy. Why not check out
a comedy night, enjoy a spot of group singing, or dance your cares away to some classic pop
music? Here's some of Nottingham's most uplifting events this January,

Award-winning £1 Come & Sing with John Waterloo: The Best of
Comedy Night Rutter Abba
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A Visit Notts

shed by Notts Page @+ 1 December 2020 - Q
Competition time ~ We've got 3 family tickets for Christmas at Wollaton Hall up for grabs!

7 141 Explore a maagical, socially distanced ill ation trail as th §s of Wollaton Hall and Deer
Helping us run competitions B i Lk

To enter simply like and comment on this post by 2am on Monday 7 December! 4

Please note due to Tier 2 restrictions this prize is available to Nottinghamshire residents only. Full
T&Cs here itly/3ghsihe

-

We regularly run competitions in partnership with local

businesses who are often very keen to offer prizes and get some WIN A FAMILY TICKET TO
CHRISTMAS AT WOLLATON HALL

Discover a spectacular, socially
distanced illumination trail filled \ g

restaurant — or sometimes all three in one big package if we're with light, sound and fire

COMPETITION TIME!

extra exposure for their business. Prizes include things like

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

running a major competition!

Sometimes these are run exclusively on social media, and other

NOTTINGH '™ .8
- ) °

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

consumer newsletter. W I N A G FT F R OM

ROBIN HOOD BHIS CHRISTMAS!
Interns may support us to ask local businesses if they would like - = v

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

channels, and contact the winner to arrange their prize.

Don't forget we have FOUR exciting holiday packages to win this festive season, and there's just
five days left to get involvedl With a little help from our favourite outlaw, #RobinHoodGives has
been our biggest ever Christmas giveaway, with over £2500 worth of prizes to snap up! Win one of
four exciting trips to Notts, ranging from adventurous foodie and family experiences, to weekends
packed with riveling hustory or luxurious relaxation


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

Adding events to the website e it el ey A, kit i

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 e T e g

. . . Qutdoor Cinema 2021 at Wollaton Hall =
their events via the Submit Event form, and then we RIS G

o
)
=
4

= simpleview,,

can log in and approve it as long as it meets our
guality standards (e.g. Does it provide enough

information for the reader? Does it make you want to
Home > Products > Event Queue

_ , .
attend this event?). Fvent Submissions

We can also create new events ourselves, or edit ,
What are you searching for?

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

Enter search term

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

load events in the Marketing = ‘How to’ guides file. Found 14 Results In Event Queue
Displaying 20 Resulls per page


https://www.visit-nottinghamshire.co.uk/whats-on
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Updating member listings S

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.

Thank you! Please be aware that we are opening on a limited capacity, I'd appreciate if you could update our listing to include this statement:

We have now reopened our visitor car parks, but please be mindful that there will be limited capacity at both the main and accessible car parks in
order to keep visitors and staff safe on site. They will be closed when they are full. Our visitor centre, shop, café, toilets and play area remain
closed. We would urge our visitors to please stay local to your nearest reserves and greenspaces where possible. Anyone choosing to visit should
observe all current government advice around social distancing and hygiene and please follow the one-way system on site.
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THIS IS NOT A DREAM

OUR BEER GARDEN IS OPEN

Searching for information about

Baok a table today or pop in and see us

The wait is finally aver, there's na nead ta pinch yoursclf, we're back... Now your “rice walks® can end where thay

our member businesses

Wie've been waiting patiently but Lo say we'll De pleased Lo see you is the biggest understatement of 2021 (and 2020,
et's bo hanast!)

We nope you're as excited as we are. 50 boak teday or pop in and 566 Us sean

The Wollaton Pub and Kitchen
T Annl &t 1546 Q

Well that's it, ready or not here we comell

BOOK A TABLE PUE SAFE BUY BEER ONLINE

We often create new sections on our website relating to a

See you M.;-ma-, we Ss

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.

Pinned Tweet

This involves checking their websites and social media pages for

Canalhouse @ ranalhousebar - Mar 10

An update from us regarding opening - we will be open on the 12th April
restrictions permitting, and we are looking forward to welceming you all
saon!

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

and attractions are running family-friendly Easter events, or

- If you weuld like to book. please follow this link -

1/canathouse tab

offering Valentine’s Day deals).

) oo“ i1e 54 comments 16
Once we know what their plans are, we can help to promote 1 :
Y Like () Comment &~ Share

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.

STAYING IN IS'THE NEWLGOING OUT

#NOTTGOING OUT




Engquiry summary
Writing a four page special feature on gorgecus vintage cafes & tea rooms across the UK

CQuery

H e | p i n g u S t O r eS p O n d t O Halko there - I'm o warking on a fabulous four page ravel lealore fon a My Weekly magazine spacial aboul gorgeous and picluresque vinlagalmalio

cales and lea rooms across ha LK

Sadiy | know doors are shul naghl now and many small businesses suffenng so | really want 1o fag upinciude’promate and mention as many as | can
with some gorgeous pics and what makes them special tor an Laster isswe and really hopang in the not too distant future doors may be open agan... .

journalist enquiries

Got lots af ideas already but if you own a vintage cafe, one, know somcona wha does or do PR for onge pleaso let me know. Pic wise pleasa just sond

ana af this stage othensise my inbox may explodelll

Visit Nottinghamshire receive enquiries every day from

Hi 5ue,
journaIiStS Who are planning to erte a partiCU |ar feature | hape you're well! I'd like to recommend losephine’s Tea Lounge and Bistro, Mottingham.
(Often |n nat|0na| news Outlets SUCh as the Guardlan or Jusephine’s Tea Roarm and Calé is a classic vintage tea room located directly opposite the Theatre Royal in Nottingham, With stunning deécor mixing
elegance with a touch of flambayance, lazephine’s is perfectly placed for pre-theatre, cinema or concert and a favaurite destination tea room for
Daily Mail) via a tool called ResponseSource. Ioeals, visitors and tourists.

Serving traditional afternoon tea featuring mini breadsticks while you wait is just the start of the experience. Relaxing music playing the likes of
Dean Martin, Al Bowlly and Mat King Cole helps the stresses and strains just drilt away, Find yoursell gazing at the unigue feature wall, a

We read all the enquiries to see whether there are any @

TIMEFOR....

Now you can travel the country and be

confident that tea, sandwiches and cake
will always be on the menu. Discover our
showcase of gloriously vintage tearooms

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!

Metrodeco
Kemp Town,
Brighton

Drigvon s oo of Taee

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.
Josephine’s Tea Rooms, Nottingham s s ooy

B uAreage Tha Lownge’ @ tare ¢ e and A Do paskIon I the I G000 e On 0Et Tt Wt Bagy
Thadtm ¥5yw Sarrg £ mEnAemm rerw bors et Pviag' o @ i £ s el
188 W00 8 e of 40 Laniry cws e WA Eh R ATING N



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.

. Marketing Nottingham
IMarket ngNottm

Did you catch @VisitNotts on @BBCNottingham talking
about Nottingham's tourism sector?

"+ The reopening of Nottingham Castle will be "huge"
for tourism, as visitors "will spread out and go to other

Marketing Nottingham @MarketingNottm - Oct 21 local businesses - so everybody benefits."
Did you catch @MeetinNotts and @NHA_Notts on itral talking
about why we're at the @MeetingsShow?

bbc.co.uk/sounds/play/li...

"Even though Nottingham can't host large-scale events at the moment,
these events are planned years in advance - so it’s very worthwhile to have
these conversations now.”

Marketing Nottingham
MarketingNoln

Did you see @VisitNotts talking about the reopening of
Nottingham's leisure businesses on @bbcemt?

We know people are very excited and we're expecting
to see "a lot of activity” in the sector - so it's especially
important for the public to check ahead when planning
a visit!




Helping us to run events

From time to time, we run events such as the

Nottinghamshire Hospitality STARS Awards or our annual

NOTTINGHAMSHIRE

Visitor Economy Summit.

VISITOR ECONOMY SUMMIT

. . . NOTTINGHAM LAKESIDE ARTS, 10th JUNE 2019
You may be able to support us in the planning and running of

such events. This could include sending out invitations, ¥ VISITNOTTS
¥ MARKETINGNG_

promoting the event on social media, helping with press
#FNVNSUMMIT2019

activity around the event and more.

WELCOME TO VISIT NOTTINGHAMSHIRE’S COFFEE MORNING

¥ @VISITNOTTS sl
M @MARKETINGNOTTM_ 25 LSS

NOTTINGHAMSHIRE HOSPITALITY

STARS AWARDS
2019

24TH OCTOBER 2019 | CROWNE FLAZA

A

Aw
YISIT NOTTINGHAMSEHIRE Excelience




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.

YWISIT HOTTINGHAMIHIRE

The Covid-19 Tourism
Recovery Consumer Survey
Nottingham & Nottinghamshire

Welcome to Google Analytics

Google Analytics gives you the free tools you need to analyze data for vour business in one place, so you can
make smarter decisions.



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.

Event Type

Awards Dinners

Event Date

127 June 2021
Event Duration (days)

1

Alternative Dates

NONE

Estimated Number of Delegates

100
Total Budget

£5000
Event Brief

We should like an evening dinner with entertainment if possible for around 100 Structural Engineers

Selected Venues
Event Name
Bridgets 30th birthday
Event Type
Party
Event Date

2020-11.07
Event Duration (days)
1
Ahternative Dates
Friday 6th November
Estimated Number of Delegates
45
Total Budget
Na
Event Brief
30 th birthday party
Selected Venues

Selected Venues
¢ The Embankment



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.

FEATURED NEWS

CONNECTING BRITAIN
EVENTS INDUSTRY

Nottingham conference bureou seeking to Checklist For Planning Outdoor Events In A Event professionals - on the road to
bring large-scale international events to the  Post Lockdown World Government recognition
city, boosting the local economy I

Checklist Far Planning OQutdocr Events in A Ine Business Visits and Events Partnership
Meet in Nottingham, the officiol Convention Prct | arlrdonn WinrA (EV/EDL hn ~ffirinl vmbrello..

Bureau for the reqwon

Mour Hotol leunches exclusive New Year's Eve wedding package

e Hutwd 1y o YT wesnindinng ovodoscm cnneffen Tov Leeleoc el grooes bocking vy g oy of U et of 2020

\: a wal HYT
ExIave pozkogs Fdodes: e Room Hit..



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@Vvisit-nottinghamshire.co.uk



mailto:marketing@visit-Nottinghamshire.co.uk

