Job Title: Communications & Research Assistant   
Reports To: Communications & Research Manager
Department: Communications & Research    
FLSA Classification: Nonexempt
 
Location: 562 Franklin Road, Suite 200 Franklin, TN 37069
About Us
Public Entity Partners was created to provide insurance coverage for local governments within Tennessee. With staff experienced in local government, as well as the commercial insurance industry, we pride ourselves on providing exceptional service to our members. The vision of Public Entity Partners is to make a difference in the lives of Tennessee public entity employees and the citizens they serve. We relate to governmental entities because we collaborate with them on a daily basis, and we understand the challenges they face.
Job Summary
The Communications and Research Specialist will provide assistance and expertise to help the organization develop a cohesive communications strategy and message appropriate for the members and Public Entity’s Partners brand. The Communications and Research Specialist will also promote the company’s services through strategic use of graphics, logos, and other promotional materials.
Duties/Responsibilities
·      Collaborates with Manager and coworkers to fully understand brand and member needs.
·      Gathers the materials necessary to understand projects and competition, such as literature or previous marketing campaigns; analyzes these materials to determine the most effective communication techniques.
·      Based on assessment, drafts and proposes communications campaigns, which may include social and online media, print media, direct mail, and other multimedia.
·      Presents design ideas and recommendations to manager.
·      Works with Manager to create and manage a social media strategy and publishing calendar
·      Researches and suggests new topics, projects, and campaigns.
·      Assists with creation of internal and external newsletters.
·      Attends and assists with annual symposium.
·      Performs other duties as assigned.
Required Skills/Abilities:
·      Excellent verbal and extremely strong written communication skills.
·      Thorough understanding of digital publishing, content management, email marketing, and social media platforms.
·      Excellent organizational skills and attention to detail.
·      Proficient with Microsoft Office Suite or related software.
·      Experience with SurveyMonkey, MailChimp, and Canva strongly preferred.
Education and Experience
·      Bachelor’s degree in journalism, English, Marketing, Public Relations, Communications, or another related field required.
·      At least two years’ related experience required.
Physical Requirements
·      Prolonged periods sitting at a desk and working on a computer.
·      Must be able to lift up to 15 pounds at times. 
Excellent Benefits
Salary Range $76,901.66 - $79825.08

