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Student Employer:  Adrian College - 110 S. Madison St. Adrian MI 49221 
 
Department:  Institute for Education 

Supervisor:  Kyle Griffith - kgriffith@adrian.edu 

Job Title:  Student Worker: Social Media/Marketing/Accreditation 

Location:  Valade Hall -- 107 

Purpose of Position: To assist the Institute for Education with tasks. 

Beginning and End Date: 2025-2026 Academic Year 

 
Job Description: 
 
This position will be responsible for overseeing the IFE social media account posts, 
monitoring engagement, writing reports, and writing a monthly newsletter. Other duties 
relating to social media/marketing may be assigned. 

 
• Post relevant content on the IFE’s 3 social media accounts at least 3 times per week 
• Monitor engagement & prepare reports of such 
• Develop creative ways to increase post engagement 
• Stay up to date on all TED/IFE events; interview respective individuals; take pictures; 

write articles of events for newsletter 
• Publish IFE newsletter 2 times per semester 

 
Rate of Pay: This is a part time student employment position at $12.48 for hours 
worked. 

 
Hours: Up to 5 hours per week unless otherwise approved. 
 
Required Job Skills:  

• Proficiency with Microsoft Word 
• Experience with Canva 
• Proficient with Facebook, Twitter, & Instagram 
• Initiative and independence with regard to assigned projects and finding 

support 
• Strong organizational skills 
• Ability to prioritize, set deadlines, and stick to deadlines 
• Detail-oriented 
• Ability to communicate in a professional manner with a variety of individuals 
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(faculty, staff, teachers, and students) 
 
 
 
Remarks:  

 


