Marketing & Publicity Volunteers

Marketing & Publicity

Description of Position:
Assist with distributing promotional materials, assembling press and review packets, and maintaining publicity archives; assist with data management and analysis. 

Responsibilities:

· Assist the Publicity Manager with various projects, including the writing of press releases, database management, and weekly publicity reports.
· Conduct market research on key blogs and websites for publicity announcements.
· Help maintain integrity of internal mailing lists.
· Design posters, flyers, invitations, thank you cards, etc.
· Assist with media mailings and follow up on sent mailings.
· Draft copy for select email blasts, flyers and other marketing pieces.
· General office tasks, such as photocopying and faxing

Qualifications:

· Excellent oral and written communication skills

· Proof-reading skills

· Ability to manage multiple projects on any given day.
· Ability to work with Excel and Word documents

· Comfortable using email

Time Commitment:

· Planning meetings will vary with time commitment. 

· Maximum of four hours at an event will be asked depending on the responsibility assigned. 

