Grand Valley State University
Campus Recreation
Marketing & Graphic Design Intern
 Job Description
Under the Division of Student Services, this position coordinates marketing and graphic design for the department as assigned. This position reports to the Associate Director of Campus Recreation.  

Primary Responsibilities:

Assist in coordinating department marketing of programs as assigned, which include:

1. Graphic design of printed promotional materials including bulletin boards, flyers, posters, benners, and web links
2. Update Campus Events calendar.

3. Maintain bulletin boards current with current content and professional appearance.
4. Stock Campus Recreation rack with current flyers, brochures and entries.

5. Update web site content daily
6. Prepare coupons and other special promotion offers
7. Compile directory of photos of staff and program events.

8. Develop and organize intercampus mailings to promote Campus Recreation to other departments

9. Develop monthly list serv mailing and newsletter; send out Blackboard updates
10. Produce weekly Group Exercise announcements of department events.

11. Coordinate copy center jobs.

12. Coordinate Promotions Office orders

13. Assist with social media if/when necessary.

14. Assist as assigned to programs and special events coordination.

15. Other related duties as assigned.

Desired Qualifications:  Marketing and/or Graphic Design major with proficiency in Adobe Illustrator or similar; Prefer experience with web design and content management.  Must be creative, dependable, self-directed, organized, and pay attention to detail.  Photography skills are a plus.
Estimated work hours are approximately 15-20 hours per week. This can be a 1-2 semester internships for fall and/or winter semesters.
