THE EVERGREEN STATE COLLEGE

TEMPORARY POSITION DESCRIPTION 

(1 year - 50% time)
Date:   September, 2013
Position:  (Need Title and Grade)
Location:  Lab 1, Room TBA
Organization:  Graduate Program in Public Administration
Incumbent:  new position
Position Number:  
Reports to:  Director, Graduate Program in Public Administration (MPA)

POSITION PURPOSE

The purpose of this temporary (1 year) position is to provide support for the administration and implementation of marketing and communications products and strategies for the MPA program. This includes web design and updating, (re)design and production of newsletters and brochures, developing and implementing a social media marketing strategy, supporting student and alumni organizations and providing organizational support for other essential MPA functions. The position reports to the MPA Director and works closely with the MPA administrative team (Director, Assistant Directors, Faculty and Program Assistant).
ESSENTIAL JOB FUNCTIONS:  

This temporary position has duties and responsibilities that fall into two main criteria: marketing and communications design and deployment and general administration support.

I. Under the direction of the MPA Director, in a team with the MPA Assistant Directors and the MPA Program Assistant, this position designs and implements marketing and communications strategies and products, including:

a) Work with staff and faculty in designing, updating and producing catalogs, brochures, policy manuals and other materials for print.

b) Lead development of coordinated marketing, advertising and recruitment strategy.

c) Design, develop and implement a sustainable social media strategy for the MPA Program, including lead responsibility for maintaining and updating social media sites 
d) Work with staff and faculty in (re)designing and updating the MPA webpage.

e) Design and produce newsletters, creating a template that can be used in the future.

f) Other duties as assigned.

II. Under the direction of the MPA Director, in a team with the MPA Assistant Director and the MPA Program Assistant, this position will work as an engaged and active team member to support MPA organizations and the operation of the MPA program as a whole, including:

a) Provide staff support for MPA Advisory Board, as needed, and working with the MPA Director to reanimate the organization and design a sustainable organizational model.

b) Provide staff support for MPA Alumni Association(s), as needed, including maintaining alumni contacts and an up-to-date database, and working with alumni to reanimate the organization and design a sustainable organizational model.

c) Provide staff support for MPA Student Association(s), as needed, including working with students to reanimate the organization and design a sustainable organizational model.

d) Assist the faculty and staff in organization and staff support for MPA events (meetings, symposia, conferences, special events, graduation, orientation, etc.)

e) Work as a team to assist in all regular, day-to-day administrative operations of the program.

f) Assist in regular program evaluations and the productions of Annual Reports and regular self-studies (for accreditation and program review purposes).  Assist in managing and tracking performance/evaluation data working with the Office of Institutional Research.

g) Other duties as assigned.

KNOWLEDGE, SKILLS and ABILITIES REQUIRED:  

· Knowledge and abilities in marketing, communications, public relations, and web design and deployment.

· Knowledge of, and interest in, social media

· Knowledge of, and ability to work effectively with, culturally diverse communities, representatives and individuals, particularly American Indian, Alaskan Native and/or Native Hawaiian communities, and the full spectrum of public service organizations (non-profit, government, tribal, community-based; advocacy-based).

· Knowledge about higher education in general, and the MPA program and its policies in particular.

· Ability to work well with others – staff, faculty, students, alumni, the public – and to collaborate as a member of a team.

· Ability to work with minimal supervision and take initiative.

· Ability to manage time effectively - ability to manage multiple priorities with competing deadlines and bring projects and tasks to completion.

· High level of organizational, planning and administrative skills.

· Knowledge of and skills in using computer applications including word processing, spreadsheets, statistical software, database management, internet-based communications and webware (including building and maintaining websites) and design publishing products.  If not already skilled in the soft/webware, willing and able to quickly learn and build skills for immediate use.

· Excellent interpersonal and written communication skills.
EDUCATIONAL AND EXPERIENCE REQUIREMENTS: 
Desired qualifications:

· Documented successful experience in marketing, communications, social marketing and/or public relations.

· Interest in graduate student education.
Minimum qualifications:
· Baccalaureate degree.

· Documented successful experience in project coordination/management.

ENVIRONMENT and WORKING CONDITIONS: 

This work for this position can be done on site or remotely.  A minimum number of on site hours will be required weekly for check in's and to work with others on the administrative team. In addition, this position requires flexibility to work varied schedule, including evenings and weekends, to assist with program events.
Person hired must provide proof of identity and employment eligibility within three (3) days of beginning work and may be required to submit to a background check.

POSITION PERFORMANCE EXPECTATIONS AND STANDARDS: 
· Design and deploy:

Web update

Newsletters (2 issues/year) and a usable template for future

Social media marketing strategy and plan; tools built and deployed 
Update all printed program materials (brochures, etc)

Marketing strategy plan

· Reanimate and energize alumni/student organizations and assist MPA Director with Advisory Board.  Build sustainable organizational models.
· Manage daily activities in a manner that ensures quality and consistency.

· Develop and maintain healthy relationships with students, alumni, faculty and other MPA staff.

· Develop and maintain healthy relationships with other college offices and staff members (internal stakeholders).

· Develop and maintain productive and mutually beneficial relationships with external stakeholders.

· Be reasonably responsive and available.

· Maintain open communications with, and provision of critical information to, all stakeholders, internal and external.

· Timely and effective project management.  Manage self and projects with minimal supervision.



