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MEADOWS MUSEUM
SMU - DALLAS

The Meadows Museum seeks positive, professional, intellectually curious art
enthusiasts from all majors to fill student staff positions.

Position Title

Communications Assistant

Position Type

Undergraduate or Graduate Student Staff, Part-Time

Location Address

5900 Bishop Blvd. Dallas, TX 75205

Hiring Supervisor

Carrie Sanger, Marketing & PR Manager

Hiring Wage

$13.00/hour

Work Schedule

10 -20 hours/week within regular museum office hours: Monday-Friday, 8:30AM-5:00PM

Job Summary

Seeking mature student (preferred major or minor in Corporate Communications, Advertising, or
Marketing) to provide part-time assistance to the Marketing & PR Manager.
Duties may include, but not be limited to, any or all of the following:

-Media outreach

-Record names for social photography at events

-Assist with press preview logistics (check-in, press kits, etc.)

-Data entry for online event & exhibition calendars

-Update/purge museum e-mail lists

-Archive marketing material, miscellaneous filing

-Assist with compilation of exhibition dossiers and press kits

-Social media: assist monthly calendars, content production

-Grassroots outreach for exhibitions (distributing flvers, postcards, etc.)

Qualifications

MUST BE ELIGIBLE TO RECEIVE FEDERAL WORK STUDY FUNDS.

Required skills:

Advanced Microsoft Office (spreadsheet manipulation, mail merges, style sheets, etc.)
Basic Adobe PhotoShop

Strong communicator/writer

Skilled researcher

Helpful:

Previous experience working with journalists in an agency or client setting
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Applicant
Instructions

Apply online at https://meadowsmuseumdallas.org/employment/
Upload resume and cover letter with completed application form.

Priority Deadline

SMU will not discriminate in any program or activity on the basis of race, color, religion, national origin, sex, age, disability, genetic
information, veteran status, sexual orientation, or gender identity and expression. The Executive Director for Access and Equity/Title
IX Coordinator is designated to handle inquiries regarding nondiscrimination policies and may be reached at the Perkins
Administration Building, Room 204, 6425 Boaz Lane, Dallas, TX 75205, 214-768-3601, accessequity @smu.edu.

Meadows Museum, SMU
5900 Bishop Boulevard
Dallas, Texas 75205

(214) 768-2516 | meadowsmuseumdallas.org
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