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__________________________

POSITION:
Digital & Social Media Coordinator
HOURS:   10 hour/week. Flexible schedule, approved by primary supervisor

WAGES:  Starting $7.25/hour  

DRESS:  Business casual.   Business/professional dress may be required for special occasions.



PRIMARY SUPERVISOR:  Administrative Assistant to the Agapé Center 
SPECIAL QUALIFICATIONS:

1. An outgoing, friendly personality

2. Knowledge and experience with editing programs

3. Knowledge and experience with transferring photos and videos from devices to an external hard drive or laptop
4. Creative ability to market the office’s programs and opportunities via video promotion
5. Ability to be a ‘team player,’ while still being a self-starter/motivator

6. An interest in service – local, national, and international
PRIMARY DUTIES:
1. Help promote Service-Learning activities to faculty and students via video promotion or Facebook/Twitter updates.
2. Answer the phone and greet walk-ins; be knowledgeable about opportunities at the Agape Center in order to answer questions of both

3. Taking and keeping inventory of the Agape Center’s audio/visual equipment, as it relates to the checkout system.
4. Transferring data from Agape Center digital and video cameras in order to produce short promo videos for the Agape Center.
5. Editing video material to be sent campus-wide to promote service with the Agape Center.
6. Using Cumulus software to upload/store photos related to Service-Learning and working with Web Design Coordinator for use on Agape Center website.

7. Obtaining knowledge of Messiah College’s photo policy/usage and making it known to all Agape Center employees.
8. Other duties as assigned by immediate supervisor.
