JOB DESCRIPTION

PROMOTIONS ASSISTANT
In this managerial role, you will develop, implement, and evaluate promotional programs that support the programming and sales needs of the radio station. Specific responsibilities include, but are not limited to:

· Overseeing and managing a promotional staff and promotional meetings.

· Assist sales team with promotional ideas and meeting with clients.
· Meeting with the Program Director regularly to discuss, brainstorm, and oversee progress of promotions.

· Maintaining ongoing relations with outside TV and print media, community event organizers and other forms of media and public relations companies to ensure consistency and attention to the image of the radio station.

· Administering all aspects of station promotions.

· Writing and administering on-air promotional announcements.

· Securing, managing and distributing station prizes and premiums.

· Supervising the stations street presence, driving of the promotional vehicles and set up of radio station appearances, live broadcast, station events, concerts, and contest. which may include use of audio equipment, hanging banners and other  
· Basic computer skills: Photo shop, Adove Audition, Microsoft Excel, Microsoft Word, Microsoft Power Point, Joomla, Hootsuite, Webpages, able to learn how to operate audio equipment; comfortable working with the public.  

· Confident in driving large vehicles. Must have a valid Georgia driver’s license with good driving record.    

