
 
 

University of Nebraska Central Administration 
Online Worldwide  

Marketing Office Student Assistant Position Description 
 
Duties 
The marketing office student assistant will be expected to fulfill the following duties on a 
regular basis: 
 

! Assist in the coordination and execution of marketing campaign tasks and working 
with communication processes; as directed. Including video capture and editing, 
graphic design and development. 
 

! Assist with content development or proofing for print or online publication. 
 

! Assists in fielding inquiries to the Online Worldwide telephone line, the webform 
system, and any other communications channels (chat may be available in the future), 
and process inquiries following prescribed office protocols.  
 

! General database maintenance. 
 

! Assists with research on competitive programs using the Internet, phone or email. 
 
! Assist in any projects assigned by Marketing Director, which may include general 

office duties, miscellaneous errands, preparing for meetings, and other responsibilities 
as they may arise. (General office duties may include mailings, drafting of letters, 
copying, faxing, typing, filing, organizing, etc.) 

  
 
Reporting relationship 
The marketing office student assistant will report to the Online Worldwide Director of 
Marketing with the University of Nebraska Provost Office. 
 
Hours 
A 10-hour minimum per week with the option for more hours if both parties agree, possibly 
during the summer and other semester breaks. A schedule of working hours is set for each 
month or per semester. The ability to schedule a few working hours every day is preferred.  
 



 
 

Minimum Qualifications 
Seeking students who have completed course work in the area of marketing, advertising, 
design, communications, or related business courses. Successful candidates will have 
proficiency in design software such as InDesign, Photoshop, etc. and some experience in 
video editing. Candidates should be detail oriented, professional, enthusiastic to learn, take 
responsibility for projects, assertive to share ideas. 
 
To Apply 
Send a cover letter and resume to LJWiese@nebraska.edu 
 
Salary 
Starting hourly wage is $9.00 per hour.  


