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School of Communication & Media 

402 Bartow Ave., Room 5116, MD 2207, Kennesaw, GA  30144 
Tel: (770) 470-578-6298  Fax: (470) 578-9153 

 

INTERNSHIP POSTING REQUEST FORM 
To be completed by employers seeking interns.   
 

CONTACT PERSON:  Rumana Sultana 
 

TITLE: Social Media Manager, Office of Strategic Communications  
 

EMPLOYER: Kennesaw State University 
 

ADDRESS: 3391 Town Point Drive, Kennesaw GA 30144  
 

PHONE:  470-578-3606 
 

FAX: N/A 
 

E-MAIL: rsultan2@kennesaw.edu 
 

POSITION: Social Media Intern 
 

TITLE: Social Media Intern 
 

SALARY: Intern will be compensated with college credit opportunity and access to 
yearly social media conferences. 
 

JOB DESCRIPTION (attach separate sheet if needed): 
 

The Social Media Intern is responsible for assisting in the coordination and execution of 
Kennesaw State’s social media strategy, working across key social media channels. 
This role offers the intern a total immersion into digital content creation and social media 
analytics. Intern will be compensated with college credit and  SMW conference access. 
 

The selected candidate will work closely with the university’s social media manager as 
well as other key members in the Office of Strategic Communications. Candidates must 
have a desire to learn about social media, digital communication and marketing in a 
higher education environment. This role will be instrumental in strengthening KSU’s 
social media voice and brand through content creation.  
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Key Duties: 
 

Social Media Community Management 
 

1. Monitor and respond to inquiries on social media Work with the team to 
implement other channel-specific campaigns (e.g. uploading photos to Flickr, 
videos to YouTube, etc.) 

2. Scheduling and posting content to social media accounts (via social 
management tool) 

3. Assist with streamlining social media accounts, ensuring content and tone of 
voice for pages, posts, 

4. graphics, and other elements align with KSU’s mission. 
 

Content Creation and Distribution  
 

1. Create monthly editorial content calendar (events, advice, news, awards, etc.) 
2. Monthly brainstorming with social media team to establish content ideas for 

upcoming month and to plan for a monthly social media and blog editorial 
calendar. 

3. Weekly student blog stories (find & interview students, write and post to blog)  
 

Social Media Analytics  
 

1. Become familiar with Meltwater analytics tool (training will be provided) 
2. Pull analytics numbers through tool upon request 
3. Build dashboards using Sprout Social for Meltwater. 
4. Create key search folders in Meltwater 

 

 

 

 

QUALIFICATIONS NEEDED 
 

- A passion for writing compelling blogs. 
- An interest in marketing, communications, social media and reputation 

management. 
- Experience with key social tools (e.g. Twitter and Facebook) and iOS/Apple 

products.  
- Creative and detail oriented.  
- Ability to work collaboratively with a team.  
- Likes to keep up to date on what is going on around campus and willing to go out 

and engage with students, staff and faculty. 
- Highly motivated to learn – Intern will not only work in social media but will also 

gain a mentor with 10+ years of digital marketing experience!  
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POSITION AVAILABLE (tick more than one if necessary): 
 

 __X___ALL SEMESTERS 
 

 ______FALL (AUG-DEC)  
 

 ______SPRING (JAN-MAY) 
 

 __X__SUMMER (JUNE-JULY)   
     

HOURS PER WEEK DESIRED:          CANDIDATE’S ACTION: 
 

____X___10-19      ________WRITE LETTER OF APPLICATION 
 

____X___20-29      ____X___SEND RESUME 
 

____X___30-40                _____X___SEND WRITING SAMPLES 
         

      ________CALL FOR APPOINTMENT 
         

      _________OTHER 
 

 

Office of Strategic Communications, Kennesaw State University  hereby affirms it is an 
equal opportunity employer offering employment without regard to race, color, religion, 
sex, national origin, or age, and provided Equal Employment Opportunity to 
handicapped individuals, disabled veterans of the Vietnam era.  It is also stated that we 
are honestly representing the positions described above.   
 

 

NAME (SIGNATURE):_____Rumana Sultana ____________________________ 
 

DATE: February 8, 2017 
 

TITLE: Social Media Manager 
 

DATE POSTED BY PLACEMENT OFFICE__________________________________ 
 

 

RETURN BY Email TO ATTN: Mr. Thomas Gray at  tgray17@kennesaw.edu  
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