Public Relations Assistant

SUMMARY: 

Under direct supervision, performs a variety of administrative and/or clerical functions relating to public relations activities, including marketing, fundraising, media relations, advertising, writing, editing, and producing, and coordinating the production of routine copy for publication.

DUTIES AND RESPONSIBILITIES: 

1. Maintains database records and files including mailing and contributor or donor lists and publication distribution information.

2. Writes and edits public relations materials including news releases, articles, and newsletters.

3. Provides clerical and/or accounting support to the unit, as appropriate to the position, including typing and data entry of contributions and billings; receives, records, deposits, and tracks revenues.

4. Assists in writing, designing, and overseeing the production of promotional printed materials including catalogs, brochures, and flyers.

5. May coordinate communications with the media (for example, by developing a list of experts within the university community to respond to media inquiries); may schedule university faculty and staff as speakers for community groups.

6. May represent the department at business and community meetings; may conduct tours and/or give presentations.

7. Will produce and maintain a website.

8. Research and gather information on projects.

9. Performs miscellaneous job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Good computer skills.

· Knowledge of DreamWeaver, Photoshop, and MS Word.

· Communication major preferred, but not required.

