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DCE Productions
5145 W. Sligh Ave Suite 102 Tampa, FL 33634
(813)606-4101
hr@dcelive.com
https://www.dceproductions.com/ 
Social Media Intern 
November 1, 2024 – April 1, 2025
Pay: $15 an hour
Hours a week: 10-15 hours
Hybrid work environment

Job Description
The Social Media Intern represents DCE Productions client Synapse Summit on all the following platforms: Facebook, X, LinkedIn, Instagram, TikTok, email campaigns and event website. Social Media calendar will be constructed one month before the launch date and presented to Social Media Manager for approval. Posts should be made four times a week, days and content varying with each platform. Along with 4 social media post, at least one IG story should be made in each platform a week. The Social Media Intern will be responsible for creating targeted ads on Facebook and LinkedIn with the occasional X ad. The Social Media Intern will be expected to make changes to event website through Wix. The Social Media Intern should also be well versed with Bizzabo in order to perform website builds for registration purposes. The Social Media Intern should be familiar with leveraging project management platform Asana. 

Skills
Organization, Graphic Design, Communication, Photography, Social Media, Website Building and desing, Bizzabo, HTML Codes, Ad Tracking, Asana



 
Roles & Responsibilities
· Represents DCE Productions client Synapse Summit on all social media platforms
· Participates in Marketing Committee standing meetings and ad hoc meetings 
· Builds and maintains Social Media calendar that contains four weekly dynamic posts 
· Designs and develops content in way of graphics and copy for Social Media, Website and Email Campaigns 
· Designs different creative posts compatible with varying social media platforms
· Posts engaging content weekly on social platforms 
· Builds, edits and updates Event Website
· Deploys Email Campaigns 
· Analyzes social media engagement and data
· Follows social media trends and applies compatible trends as/if/when applicable  
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