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Job Title: Co-Op (Full-time) or Intern (Flexible)

Join Us at Catalytic Agency — Where Innovation Meets Impact

Are you looking for hands-on experience in public relations and creative communications? Do you want
to work with pioneering biotech and life sciences companies that are shaping the future of health?
Catalytic Agency is searching for a motivated, organized, and curious individual to join our remote —but
closely connected—team.

We're a growing agency that thrives on bold ideas, collaboration, and meaningful storytelling. Our work
spans corporate messaging, thought leadership, media relations, scientific and product communications,
internal engagement, digital and social media, crisis and issues management, and creative design. While
we are a remote-first team, we regularly hold in-person workdays in Boston.

We offer two distinct tracks for our co-op and intern positions—one focused on communications/PR
and the other on creative/design. Below, you’ll find a brief overview of each track, along with the
timeframes for which we are actively seeking to secure candidates.

For our communications-focused co-op and intern roles:

What You'll Do:

Be an active member of client account teams and participate in weekly meetings

Get involved with earned media outreach and help manage paid media partnership programs
Help manage media databases, conference lists, and award program submissions

Assist with key account and project management tasks, including maintaining timelines and trackers
Conduct media and social media monitoring, industry research, and competitive analysis

Develop social media strategies and content for agency channels (LinkedIn, Bluesky, X, Instagram)
Support the development of client presentations and reports

Assist with press releases, fact sheets, website copy, and other communications materials
Contribute to new business brainstorming, research, and proposal development

Track metrics for programs across all platforms and prepare results reports for clients

Support internal agency events and culture-building initiatives

SEISISISISISISISISISISES

Collaborate with account teams to ensure client success

Who You Are:
Currently pursuing a degree in public relations, communications, science, or a related field
A strong communicator—whether over email, video calls, or in person
Detail-oriented, proactive, and solutions-driven
A team player who's eager to learn and contribute
Comfortable working independently in a fast-paced environment
Proficient in Microsoft Office and collaboration tools (Zoom, Teams, Dropbox, Slack, etc.)

Experienced with or interested in learning creative tools like Canva, Adobe Cloud, and Al-driven
platforms

Committed to ethical standards, especially when handling sensitive or confidential information
Prior internship or work experience in communications or marketing is a plus
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For our creative-focused co-op and intern roles:

Job Summary: We're seeking a talented and motivated Design Co-op or Intern to join our team. As a
Design Co-op, you'll work closely with our creative director, along with our talented account teams,
applying your design skills while gaining practical experience in real-world scenarios contributing to brand
development, visual storytelling, graphic design, and digital asset creation. If you’re passionate about
science, design, and making complex concepts accessible to a broader audience, this opportunity is perfect
for you.

What You'll Do:

—J Create visual content for client campaigns, social media, websites, and marketing materials, including
digital and print assets like brochures, infographics, and reports.

Design graphics, animations, and visual assets for social media posts and advertisements, ensuring
alignment with brand guidelines and campaign goals.

Assist in creating website layouts, landing pages, and Ul elements, ensuring design consistency and
usability across digital platforms.

Apply basic HTML and CSS to create prototypes and implement visual design changes.

Help design client presentations and pitch decks, ensuring they are visually engaging and effectively
communicate complex ideas or data.

Participate in brainstorming sessions to generate design concepts and contribute new ideas for visual
storytelling, including integrating UX principles.

Assist with basic editing of photos and videos for use in campaigns or internal projects, with a focus
on enhancing user experience.

Collaborate with account managers, copywriters, and the creative director to ensure designs meet
client expectations and refine them based on feedback.

Ensure all visual materials meet brand guidelines and quality standards, maintaining a consistent look
across projects and adhering to UX/UI best practices.

< < B < I < I < I < I < I < B <

Manage multiple design projects simultaneously while adhering to deadlines and tracking progress in
project management tools.

Who You Are:

Pursuing a degree in UX/UI Design, Graphic Design, Information Systems, Visual Communication, or a
related field.

Have completed at least one design co-op experience.

Basic proficiency in front-end technologies such as HTML, CSS, and JavaScript is preferred.

Proficient in the Adobe Creative Cloud Suite, Canva (or alike), and Microsoft Office Suite (PowerPoint in
particular).

Experience with other design tools is a plus.

Strong attention to detail and a passion for creating impactful visuals.

Animation and video related skills, a huge plus.

Strong communication skills and ability to work with a close, collaborative team.

Self-motivated and willing to work in a virtual agency environment.

Basic understanding of the biotech and life sciences industry is a plus (you don’t need to be a scientist,
but curiosity helps!).

Experience in creating wireframes, prototypes, or conducting usability testing is a plus.
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Co-op & Intern Cycles: Plan Ahead, Join the Team:

Our co-op and intern roles follow a cyclical, year-round schedule, and we’re always looking for strong
candidates to join our team. We typically secure placements 1-2 months in advance of each cycle.
Common timeframes for these roles include:

e January — April (4 months)

¢ January — June (6 months)

¢ July — October (4 months)

¢ July — December (6 months)

About the Catalytic Agency:

Catalyticis an independent communications agency and creative studio with deep expertise across
life sciences, healthcare, wellness, and technology. We pair strategic insight with bold creativity and
a high-touch, high-integrity approach to every partnership.

We believe the future belongs to the brave—founders with vision, teams with conviction, and ideas
that can catalyze meaningful change. As partners, we’re all in: invested, evangelistic, and
relentlessly curious. As an agency, we bring passion and precision to help our clients make their
mark.

Founded in 2022, Catalytic is a women- and minority-owned business, remotely based and built for
today’s dynamic landscape. Get to know us at catalyticagency.com or on LinkedIn.



https://catalyticagency.com/
https://www.linkedin.com/company/catalytic-agency/posts/?feedView=all&viewAsMember=true

