
SOCIAL MEDIA AND

COMMUNICATIONS ASSISTANT

Summary
Coastal Connections, Inc. (CCinc), is a 501(c)(3) environmental nonprofit with a mission
to protect coastal habitats for sea turtle survival by educating and connecting people
to the environment.  We are seeking a social media and communications assistant to
help promote and engage supporters of sea turtle conservation and community
sustainability programs. There will be one unpaid-position available May-August
(approx. 15 weeks); start and end dates are semi-flexible. The selected assistant will be
expected to work up to 30 hours per week in an office, remotely at home, and outside
in the elements and may be asked to help Conservation Assistants with projects.

All applicants are expected to fulfill roles professionally.

Social Media Content
Responsibilities

▪ Collect pictures and videos during events and programs to create visually
engaging content.

▪ Create a communications calendar to ensure that social content follows a
strategic messaging structure and timeline.

▪ Help curate and manage a database of brand-consistent visual assets that
support CCinc’s mission.

▪ Track social media analytics to ensure social activity is optimized and is
responding to latest trends.

▪ Design new and creative ways to increase CCinc’s presence in the online social
media community.



Communications and Brand Messaging
Responsibilities

▪ Help develop and implement content strategies for email marketing, social
media channels and websites.

▪ Help write digital newsletter content, press releases, and website content.

▪ Assist with donor profile management to categorize communication groups

▪ Explore new and simple virtual communication tools for online events

Additional Support Needs
Responsibilities

▪ Organize a photo library using Google Drive or Google Photo

▪ Assist Conservation and Sustainability Interns when needed

▪ Provide ideas and suggestions for continued organization enhancement and

branding. (August 2022 is our 5-year anniversary!)

Qualifications
Applicants must be 18 years or older. College students or recent graduates with a
communications, marketing, or related degree who are responsible, adaptable,
self-motivated, and have good attention to detail will be given priority. Maturity and
professionalism are necessary when interacting with the public and when working with
CCinc volunteers, staff or other interns. Applicants must be eligible to work in the US,
posses a valid U.S. driver’s license, have a car or mode of transportation for daily work
with valid insurance, be able to work well in teams and independently, and be willing to
work in adverse conditions (i.e., humidity, heat, rain, sunlight, bugs). Applicants should
also be proficient in Microsoft Office or Google Suite. A volunteer waiver will need to be
executed before any work with CCinc can begin.



Preferred Applicants

▪ Photography and/or video editing skills
▪ Experience with Canva and social media calendars
▪ Excellent written communication and grammar skills
▪ Able to commit 15 weeks during summer (May 1-Aug 15)
▪ Willing to work outside in adverse conditions to capture content

▪ Flexible and willing to work a non-traditional, non-structured schedule

How to Apply
Interested applicants should submit the following by Feb. 14, 2022:

▪ Portfolio of media accounts you currently manage or have worked on

▪ Resume or curriculum vitae

▪ 1-2 page letter of interest (including availability and contact information)

▪ College transcripts (unofficial is acceptable)

▪ Two references (These should come directly from the reference).

Please email materials to:
Kendra Cope, M.S.
Founder and Executive Director
kendra@coastal-connections.org

mailto:kendra@coastal-connections.org


Social Media and Communications
Assistant (1-Page Flyer)

POSITION SUMMARY:
Coastal Connections, Inc. (CCinc), is a 501(c)(3) environmental nonprofit with a mission
to protect coastal habitats for sea turtle survival. We are seeking a Social Media and
Communications assistant to help build, enhance, and diversify how CCinc presents its
sea turtle conservation and sustainability programs to our supporters.

SALARY: Unpaid, Volunteer Internship. Volunteer Appreciation Gifts Will Be Provided.

EMPLOYMENT PERIOD: Temporary - 15 weeks, part-time up to 30 hours/week

WORK DETAIL: The work characteristics outlined here are a representative sample

of those interns will encounter while performing essential functions of this job.

❏ *Professionalism must occur in all areas in which administrative business, program

operations and community networking occurs.

❏ *All applicants must provide; their own daily transportation, a valid driver's license and

auto insurance;

❏ Help write digital newsletter content, press releases, and website content.
❏ Create a communications calendar to ensure that social content follows a strategic

messaging structure and timeline.
❏ Collect pictures and videos during events and programs to create visually engaging

content.
❏ Explore new and simple virtual communication tools for online events
❏ Organize a photo library using Google Drive or Google Photo

APPLY:
To apply, email kendra@coastal-connections.org with subject line “Social Media Intern”
requesting a full application info packet. Additional job details and required application
instructions can be found within the info packet. Expect to submit a cover letter,
CV/Resume, references and a portfolio of your social media work.
Application Deadline: Feb. 14, 2022.

mailto:kendra@coastal-connections.org

