Center for Honors, Scholars & Leadership

Student Employee Job Description

Position: Marketing and Graphic Design Assistant Trainee 
Starting Pay: Minimum wage, with opportunity for advancement
Hours: Flexible schedule – 5-8 hours per week to start overlapping with current Marketing and Graphic Design Assistant
Start Date: Immediate

Supervisor:  Margaret McKeown Kelley
Job opportunities 

Desired skills/traits for this position:

· Strong skill level with graphic design, multi-media and publishing software – Photoshop, Illustrator, Publisher, Dreamweaver (or ability to learn quickly)

· Strong level of creativity 

· Detail oriented – ability to proof-read and catch errors

· Ability to juggle multiple tasks and understand priorities

· Self-directed – ability to initiate own tasks

· Comfort level with Macintosh systems
· Strong level of professionalism as demonstrated through verbal and written communication. 
Job Duties:

· Establish, create and maintain webpages for HSL

· Create flyers and other promotional pieces for HSL programs and initiatives

· Work with UNC Publications for more formal publications
· Design and layout reports, handbooks, and other projects
· Establishing and maintaining a photo archive

· Creating video and multi-media promotions for the Center using Final Cut, PhotoShop, and Dreamweaver.  
· Distribution of written communications including press releases, announcements, promotional materials via various channels including e-mail listservs, UNC Calendar, UNC Today, and Facebook.  
· Assist with HSL special events coordination 

· Assist with other tasks in the Center

