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JOB DESCRIPTION

Position Title:      Graphic Design and Marketing Intern
Responsible to:   Chief Marketing Officer, Kristi Hutchison, Kristi@bbbskc.org
Nature and scope of the position:

The Marketing Intern will primarily assist staff with marketing, graphic design, social media, public relations and administrative duties and activities including managing the agency’s website, mobile site, e-communications, assisting with graphic design, updating the agency database, writing feature stories and managing special projects.
Primary job responsibilities:

· Create and assist with graphic design projects such as updating flyers, creating new logos and materials, etc.

· Assist with BBBSKC social media
· Manage all elements of the BBBSKC Website

· Database management

· Manage e-newsletters
· Send electronic communications to database
· Lead special projects

· Conduct market research and reporting

· Assist with special events

· Participate in overall marketing plans

· Provide overall administrative support to the marketing team
· Take photos at special events and assisting with BBBSKC photoshoots

· Assisting with video projects

· Other duties as assigned.

Qualifications:  

Pursuing or obtained a Bachelors Degree in Marketing, Communications, Journalism, Graphic Design or related field. 

Email resume to Kristi@bbbskc.org with available working hours and start date.   No calls please.

For more information on Big Brothers Big Sisters, visit www.bbbskc.org.

