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	Position Title: Marketing Assistant
	Supervisor Name: Amy Bowman
	Department: Communications and Public Relations
	Supervisor Phone Number: 828-726-2209
	Physical Job Location roombuilding: B-117
	Approximate Hours Per Week: 10-15
	Position Requirements: Self-motivated, responsible, trustworthy, respectful and mindful of confidentiality rules, professional demeanor, ability to take photos, use the internet for research, type documents, use email, interact with students or employees on behalf of the communications department, excellent written and verbal communication skills, basic design skills, basic Adobe software knowledge, basic understanding of social media; punctual, dependable, able to run errands across campus, distribute or deliver print materials; flexible schedule; ability to learn new skills quickly; good time-management skills; overall awareness of campus culture.
	Primary Job Duties: This person will work as a Marketing Assistant in the Communications and Public Relations Department and directly with the Executive Director. Assigned duties will include gathering information and taking photos at campus events; internet research for a variety of uses and projects; fact-checking for news stories; proofreading; running errands across campus when needed; help deliver print orders or publications; typing documents; using email for exchange of photos and information; writing summaries for various college news outlets; collecting and compiling information from online sources; and other duties as assigned. This student may also be involved with helping to start and maintain a Student Focus Group to advise the Communications and Public Relations Department on a variety of topics related to marketing, advertising, and public relations. Opportunities to help with graphic design projects may also come about depending on the student's knowledge of related design software along with capability and interest levels.


