
 

Title:  Marketing Assistant  

 

Description:   

The UMass Amherst Career Services Office is searching for a student interested in marketing. The Marketing 

Assistant will work closely with our in-office marketing team to ensure that communication from Career 

Services reaches students in a timely, professional manner. This is a great opportunity for students looking to 

build his/her portfolio, gain knowledge on various career fields, and help other students.  

All majors will be considered.  Pay rate $9.00 per hour (5-10 hours starting Sept. 2015). 
 

The ideal candidate is an outgoing, energetic responsible student who has an eye for detail and can follow 

through on projects independently and responsibly.  Work Study Required. 

 

Duties: 

 Send targeted and weekly emails  via the CareerConnect online system  

 Compile lists of newly updated internships, full-time positions and weekly events and incorporate 

these in emails as appropriate  

 Design, posters and chops for various events/programs 

 Deliver flyers, posters, chops to various locations across campus (rain, snow or shine) 

 Hand out chops/flyers the  day before or day of events  

 Organize small specialized career fairs or panels (non-profits, summer, volunteer) which includes 

reaching out to employers, space on campus, ordering food and ensuring all logistics are in place as 

well as attending the events 

 Develop and send out assessment surveys for employers and students who attend and prepare an 

outcomes report  

 Assist in the development of new internship opportunities by contacting employers to establish a 

relationship, which may include cold calling   

 Assist with website content updates 

 Brainstorm new and exciting marketing strategies, including social media 

 Participate and contribute to Career Services marketing committee  

 Perform other related administrative duties as assigned 

 

Requirements: 

 Must have work study  

 Ability to learn new database system and conduct detail oriented work 

 Friendly, outgoing and will to hand deliver posters in all kinds of weather conditions 

 

Preferred Qualifications: 

 Ideally would be a current freshman or sophomore              (4/2015) 


