Job Description

EMPLOYEE NEWS COORDINATOR

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for gathering, writing news articles, taking photographs, and layout and design of Employee Newsletter in accordance with Company standards.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Gathers and inputs news articles from Casino, Hotel and other property amenities.

· Takes appropriate pictures of Employees for publication.

· Prepares layout and ensures that newsletter is camera ready for printing company.

· Solicits advertisements for employee discount coupons in newsletter.

· Involves and encourages Employees to read newsletter by way of contests.  Selects and awards prizes for contest.

· Be creative and imaginative in the use of graphic and artwork for newsletter.

· Creatively write news articles.

· Responsible for maintaining a consistent, regular attendance record.

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

High School diploma or G.E.D. required; some college preferred; strong literary skills, along with strong computer and graphic skills required


SPECIAL QUALIFICATIONS:  

Computer literate in appropriate software such as word processing, Microsoft Publish, Print Shop Delux, Print Shop Delux Companion or related software.  Strong literary skills required.  Excellent oral and written skills preferred. Strong organizational skills required.  


LANGUAGE SKILLS:

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.  Ability to speak effectively before groups of customers or Employees of the organization. 
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MATHEMATICAL SKILLS:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.


REASONING ABILITY:

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an Employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to talk or hear.  The Employee frequently is required to stand; walk; sit; and use hands to finger, handle, or feel objects. The Employee is occasionally required to reach with hands and arms.

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


The noise level in the work environment is usually quiet to moderate.
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