
 

 

 

Sandy Spring Museum 

Communications Assistant 

Reports to Executive Director 

 

 

Primary Responsibilities 

The Communications Assistant is responsible for (1) posting content pertaining to exhibits, activities, 

programs and events on the museum’s website, social media platforms, and third party websites (like 

calendars of events); (2) creating online registration links; (3) sending enewsletters; and (4) sending 

out press releases. 

 

Platforms include (but are not limited to) Facebook, Instagram, Twitter, Pinterest, the museum’s 

website, Meetup, YouTube, and use of Hootsuite for scheduling posts.   

 

 Post online content on a regular basis, as content is provided 

 Update museum website as necessary – program calendar and other pages as needed 

 Maintain a posting schedule as given to you by your supervisor.  Meeting deadlines and posting 

content on time is of utmost importance. 

 Report on online reviews and feedback from customers 

 Ensuring consistent look across social media platforms by keeping font, color and image usage 

consistent 

 Encourage online content sharing by museum partners 

 Post museum programs and events to online regional calendars 

 Create online registration links and send enewsletters through Salsa Engage 

 Send press releases and contact media as requested 

 

CUSTOMER SERVICE 

Serve as online customer service representative 

 Respond to all online posts.  Forward messages and report problems as necessary. 

 

QUALIFICATIONS 

 Excellent proofreading skills and attention to detail. 

 Ability to complete projects on time. 

 Proficient in Microsoft Office and social media platforms.  Ability to use online communications 

platforms. 

 Access to reliable computer and internet access.  

 

 



This is a part-time position of approximately ten hours per week.  A mutually agreeable schedule will be 

set with supervisor. While this work can be performed remotely, it will be necessary for some hours to 

be worked between 9am – 5pm on weekdays.   Payroll is processed once a month and all employees are 

required to have direct deposit.  Employees who work eight or more hours per week acrrue one hour of 

paid sick leave for every thirty hours worked.  There are no other paid benefits for this position.   

Maryland is an employment-at-will state.   

Please send a letter of interest and resume in a single PDF to aweiss@sandyspringmuseum.org 


