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www.buffalobayou.org
 PR and Events Administrator Work/Study Position for Summer 2011
Special Events

(
Assist with coordination and planning of special events

· Preparation for our 5th annual KBR Kids Day on Buffalo Bayou (October 29)
· Assistance with our 7th annual fall Buffalo Bayou Ball (November 3)

· Boat tours:  History tours, bat tours, kayak tours, second Saturday Boat Tours

· Spring Foodie Floats in May
· Update website

Media Relations

· Maintain facebook, twitter, and flickr accounts – taking a leadership role to increase interaction in the various social media outlets
· Assist with gathering information for the quarterly events calendar

· Distribute media alerts and press releases to media (canoe trips, boat tours, history hikes, etc.)
· Assist with compilation of press clippings on a monthly basis
· Assist with updating the website
· Update Media List
Miscellaneous Duties (if time permits)
· Develop articles for the quarterly printed newsletter and monthly e-newsletter

· Assist with boat tour reservations and returning calls with those who are interested in boat tours
· Assist with distribution of mailings, letters, and filing, and other operational duties that arise
We are looking for a student who can take the lead in various aspects of a non-profit organization; one who can multi-task and be flexible; detail-oriented; creativity is a plus; fluent in social media 
About Buffalo Bayou Partnership (www.buffalobayou.org)

Buffalo Bayou Partnership is the non-profit organization revitalizing and transforming Buffalo Bayou, Houston’s most significant natural resource.  The Partnership coordinates the integration of major amenities into the bayou greenbelt and seeks ways to increase community involvement through pedestrian, boating and biking amenities, permanent and temporary art installations, and other natural and built attractions.
Please submit your resume to (no phone calls please) :

Trudi Smith

Director of PR and Events

Buffalo Bayou Partnership

1113 Vine Street, Suite 200

Houston, TX  77002

tsmith@buffalobayou.org
