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Department: University Student Union/Campus Rec
Position Reports to: Marketing Specialist
Position Title: Marketing Assistant
Exempt or Non-Exempt: Non-Exempt

Time Base: Average 10 hrs/wk, Maximum 20 hrs/wk


PURPOSE OF POSITION: 

Under general supervision, the University Student Union/Campus Recreation (USU/REC) Marketing Assistant is an active team member of the marketing department who calendars, organizes and maintains communication and distribution of media. This position will help coordinate the larger picture of the schedule for the marketing team’s assets related to USU/REC programs and facilities. This person will be involved in the strategic planning of the marketing department and its coordinated marketing efforts to promote USU/REC programming and services to the CSUSM campus community.
Job Description
Position Requirements:
· Strong organization and written/verbal communication skills.
· Self-Motivated and able to manage many concurrent projects and changing priorities.
· Must be continuously enrolled at least half-time during the academic year. Undergraduate students (including credential students) must be continuously enrolled for a minimum of 6 units. Graduate students must be continuously enrolled for a minimum of 4 graduate level units. 
· Must maintain 2.0 cumulative GPA. 
Responsibilities include, but are not limited to:
· Works collaboratively with USUAB and REC outreach students to plan timelines for marketing related outlets.
· Manages calendars, meetings, and timelines for Marketing Team
· Assists with writing copy for website, audio ads, newsletters and press releases.
· Uploads and schedules USU/REC digital signage and TV content.
· Schedules distribution of content including website banners, audio ads, and other digital media.
· Collaborates with social media student assistants to organize brainstorm content.
· Contributes new ideas for how to engage community members online and encourage involvement in USU and REC Programs

· Attends events and operates cameras to take photos and videos for use in marketing materials.

· Creates and maintains ongoing communication with USU/REC Staff, USUAB, and members of the CSUSM campus community to set deadlines, manage workload, and remain current with departmental needs.

· Serves as an ambassador for USU/REC, Clarke Field House and USUAB by providing high energy, enthusiasm, and effective communication.
· Accepts and learns from constructive feedback and asks for assistance when necessary.
· Related tasks as assigned

The Marketing Assistant will have the opportunity to (or will be requested to) work additional hours assisting with University Student Union/Clarke Field House events 

Responsibilities for these additional hours may include but are not limited to: 

· Assisting with room set-up/clean-up for campus events

· Operating audiovisual equipment

· Serving food or beverages for events (Must be willing to be trained in food handlers safety)
Hourly Rate: Starting at $10.50/hour
