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Position Title:  Public Relations and Social Media Specialist
Reports to:  Senior Director of Development
Status: Part-Time, 20 hrs / week, M-F, Non-exempt
Broad Scope and Function of Job:  The goal of this position is to provide ongoing assistance to the communications and promotion efforts of East Side Neighborhood Services to increase awareness and understanding of the organization’s mission and programs for a variety of audiences, and to advance East Side’s web presence and social media strategies.
Duties and Responsibilities: 
· Assists the Development Team in promotion of the special events and programs of East Side Neighborhood Services.
· Works with the Development Team to develop a digital marketing strategy for ESNS. 
· Develops and creates press releases, advertisements, fliers, newsletters, brochures and other publicity.
· Works with the Development Team to create a comprehensive social media strategy and action plan. 
· Collects and organizes data and mailing lists for special events, news media, and agency publications, and manages a client database to capture the most recent client data.
· Serves as the main contact for online community management.

· Develops, organizes, and maintains promotion archives.
· Continually improves web site usability, design and presence.

· Manages search engine optimization.

· Explores interactive annual report and newsletter models.

· Other duties as assigned by supervisor.
Job Requirements and Qualifications:

· Minimum of a bachelor’s degree in public relations, communications, journalism or related field.
· Minimum of 1-year experience with a proven track record in public relations or communications.
· Non-profit experience a plus.
· Demonstrated knowledge of public relations, promotions standards, agency branding and production requirements of advertising and print industries.
· PC proficiency, including word processing and Adobe Design programs to prepare materials in multiple mediums and formats.

· To speak and write effectively as appropriate for the needs of the audience.
· Detail-oriented, a must.
Compensation:  Minimum of $12.90 per hour DOQ

Application Deadline:  Internal Candidates 2/14/12; External Candidates: 2/17/12

Send Resume to: East Side Neighborhood Services, Attn: Human Resources, 1700 Second Street NE, Minneapolis, MN 55413; humanresources@esns.org ; www.esns.org. 
An Affirmative Action – Equal Opportunity Employer

