Rugby Indiana “Indiana Youth Rugby Foundation”
Social Media & Marketing Position
Calendar Year 2024

Position Reports to: Executive Director
Status: Part-Time Contractor

Interested applicants should submit their resume and cover letter (work samples are encouraged) to Executive Director
Wayne Eells via email weells@rugbyindiana.com

$8,000 for the Year. Employee is expected to work an average of 7.5 hours per week.

Position Summary

Position is responsible for assisting the Executive Director and Communications Committee with content creation for
marketing materials and social media.

Position Responsibilities

Social media management

This position will serve as a social media communications liaison. This includes, but is not limited to, posting and
sharing content related to organization and community initiatives, promoting events (competition, development,
fundraising, etc.), and building the awareness of Rugby Indiana to the public.

This position will develop strategies for engaging the public. This includes responding to comments and questions
posted on the department’s social media sites, developing regular and consistent content, and thinking proactively and
holistically about the organization’s brand and community partners.

Marketing and Communications Support Materials

This position may develop and/or generate and distribute: content for social media channels and website, press
releases, media advisories, flyers, brochures, and other externally facing content as needed by Executive Director,
Communications Committee or Board of Directors.

This list of duties and responsibilities is not intended to be all-inclusive and may be expanded to include other duties or
responsibilities that management may deem necessary from time to time.

Job Knowledge, Experience, and Skills Required

A degree in (or pursuing) Public Relations, Communications, Marketing, Journalism or a related field and/or knowledge
and experience managing social media programs for an organization preferred; primarily includes Twitter, Facebook
and Instagram. Organization utilizes Hootsuite for multiple platform management. . Knowledge of Microsoft Office,
photo editing and desktop publishing software (Adobe Photoshop, InDesign, lllustrator, Canva), preferred.

Excellent verbal and written communication skills, research/analytical and computer skills are required. Demonstrate
creative ability when presented with unformatted projects and/or ideas. Must be able to coordinate multiple projects
and set priorities/deadlines according to time sensitive information.

Independent Judgment



Should rely on experience and judgment to accomplish assignments. Other duties and tasks including independent
judgment are routine in nature and are performed under supervision following standard procedures.

Working Conditions

Remote work with some travel to meetings and events in Central and Northern Indiana. Mileage and travel expenses
reimbursable per policy and approval. Intern should plan to attend Fall Championship (Sunday, October 8th) and other
Rugby Indiana planned events as needed.

Compensation

Employee will receive a $8,000 stipend for 52 weeks of work (average of 7.5 hours/week) and 390 hours total. He/She
will be a 1099 contract employee.

This position can be an internship - Rugby Indiana will work with interns and their school to meet requirements for
college credits (up to 3 credit hours).
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