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UTSAV Public Relations Job Description
The Northeastern University UTSAV Public Relations Chair is responsible for representing UTSAV to the internal Northeastern University community and the external Boston area. The Public Relations Chair aims to spread awareness and knowledge of upcoming events by inviting members and non-members to participate in UTSAV-related activities. He/she must possess strong verbal and written skills as communication is vital to maintaining good public relations. Being Public Relations Chair is not limited just to the promotion of the organization – he/she will be expected to take on responsibility for other tasks and projects during the course of their tenure. 

Note: Public Relation activities compose a significant amount of UTSAV’s efforts, therefore we elect two Public Relation Chairs each year who assist with all of the activities below.
Internal Responsibilities:
· Recruit new members (incoming freshmen class) at summer orientations and send invitations to join UTSAV Facebook group
· Maintain relations with current members and increase retention rate

· Proficient in use of Adobe Photoshop/Illustrator to create high-quality flyers (8.5x11’’, 11x17’’, 4x6’’ club cards) 

· Familiarity with movie editing (create trailers, intro videos, etc) 

· Work with other student group leaders and department heads to promote events and our organization

· Create Facebook events and groups and invite members

· Create “buzz” by maintaining constant activity of our Twitter account

· Receive approval for fliers/posters through Student Activities Office

· Distribute fliers, posters, marketing materials, etc. throughout campus

· Locate advertising “hot-spots” to circulate fliers and posters

· Post all UTSAV events to myNEU calendar as well as Orgsync in addition to electronic signage in the Curry Student Center

· Work with RSA and SGA to generate publicity and increase advertising presence in residence halls

· Work with NU Sign Shop, NU Reprographics, and other printing vendors to ensure timely delivery of advertising materials

· Be present at monthly General Body meetings and events

· Meet strict deadlines

· Be on time
External Responsibilities:

· Establish relationships with other schools in local area
· Create contact list of E-Board members from other schools

· Promote events externally to Boston schools

· Plan events with other Boston colleges

· Attend other external events and accordingly promote UTSAV
It is important to set aside a significant amount of time each week for UTSAV. Being on the executive board is both an honor and responsibility, and your commitment should reflect your dedication to the organization. As a leader, your contribution is critical to the success and quality of UTSAV.
UTSAV Public Relations Application 2012-2013
Name: ___________________________________
Class Year: ____________________

Email: ___________________________________
Phone Number: ________________

Major: ___________________________________
GPA: ______

1. What past leadership experience do you have that will help you succeed in UTSAV? What experience do you have with a public relations position specifically? 
2. It is a fair assumption that you are interested in joining the UTSAV Executive board because you have been an active GB member over the course of the last year. What aspects of UTSAV did you like, what aspects did you dislike, and what would you do differently?
3. Please list other commitments that you anticipate for yourself for the 2012-2013 year (in order of priority).

	Commitment
	Hours/Week

	
	

	
	

	
	

	
	


4. A major part of your responsibility will be the creation of professional, attractive flyers to be distributed electronically, as well as in print around campus. Please create an 8.5x11’’ flyer for our upcoming Holi Event – the only requirements are the event details listed below, the rest is up to your creativity. Please paste an electronic version of the file below, as well as bring a printed copy to your interview.

The event details are as follows: 

Location: Centennial Commons

Time: Sunday April 22nd, 1-3pm

Cost: Free

Other details: Music, Holi powder & Veggie Burgers will be provided
{Paste flyer here}

5. Please let us know if you prefer your interview on Tuesday, April 10th or Wednesday, April 11th. Interviews will be 10 minutes and will take place from 6-8 P.M.
Tuesday, April 10th, 2012_____

Wednesday, April 11th, 2012 ______

No preference _____

Thank you for your interest! 

Please email this application along with your resume to nuutsav@gmail.com by Monday, April 9th, 2012 at 10:00 PM. Late applications will not be accepted.

Make sure you have been nominated appropriately before submitting this application. Please prepare for your interview on Tuesday or Wednesday in front of the current Executive Board. If chosen to be on the ballot, please prepare a one-minute speech explaining why you are well-qualified for this position. Speeches will be presented at Election Night on Thursday, April 12th, 2012.
