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	Job Objective:

	Assists the Community Engagement Team with the implementation of the Arts & Economic Prosperity V National Research Study

	 Job Description: 

	MAJOR JOB RESPONSIBILITIES:

General:
· Perform administrative/clerical work as needed (filing, data entry, document management, etc.)
· Develop, manage and update social media, web and email marketing content when needed
· Prepare statistical and narrative reports to document project results

Arts & Economic Prosperity V 
· Assist with management, administration and compliance (filing, communication, data entry, document management, etc.) related to longitudinal research study
· Convene focus groups and collect community surveys
· Provide updates to Community Engagement Team
· Update online research portal regularly
· Conduct phone and in person interviews related to the study

	 Employment Standards: 

	EDUCATION AND EXPERIENCE:
High School Diploma and some college experience required. Demonstrated knowledge of and experience with social media platforms.  Excellent written and verbal communication skills. Previous experience working or volunteering with a non-profit or arts-related organization a plus. Creative ideas, self-management and overall professionalism required. 

HOURS:
15 per week. Metro Arts will work with the coordinator to develop a work scope and timeline that meets their schedule. Metro Arts office hours are 8:30-4:30 each day and the office is located with easy access to parking and public transit. Start date is flexible. 

PERFORMANCE STANDARDS:
-In-depth knowledge of social media applications, especially Facebook, Twitter, YouTube, and Instagram
-Knowledge of website content management systems
-Ability to deal courteously with the public
-Ability to manage timelines and deadlines
-Ability to establish and maintain effective working relationships
-Ability to communicate effectively, both orally and in writing



    Submit Resume, cover letter and 2 references to:
    Laurel Fisher, Grants Manager
    Laurel.Fisher@nashville.gov
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