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Objective: 

The National Priorities Project seeks a part-time Outreach Assistant to administer NPP’s media and outreach program. 

BACKGROUND:  The National Priorities Project is a national, non-profit organization that has been working for 20 years to provide citizen and community groups with tools and resources to shape federal budget and policy priorities that promote social and economic justice.  It demonstrates the state and local impact of federal tax and spending priorities through information on its website, publications, and the NPP Database.  NPP works with national, state and local grassroots groups on a broad range of issues.  For more about NPP, go to: www.nationalpriorities.org.
Responsibilities:
1. Oversee and manage outreach/media database, including: 

a. Organizing and managing media and organizational contacts

b. Coordinating distribution and data entry of campaign-related tasks; 

c. Compiling and releasing internal reports on campaign outcomes (including media coverage and organizational usage).

2. Oversee and manage email bulletin address list.

3. Conduct phone and email outreach to media and organizations pre- and post NPP releases.

4. Distribute media releases via email and fax.

5. Develop and maintain media web page.

6. Manage and respond to “info account” (general web-based) queries.

7. Supervise work-study students with support of outreach director.

QUALIFICATIONS:
Required

1. Working knowledge of Microsoft Office or other similar software applications, spreadsheet and word processing
2. Excellent organizational skills
3. Excellent interpersonal and phone skills
 

Preferred


1. Bachelor’s Degree

2. Experience working with media 

3. Experience working in a non-profit organization 

4. Experience working as an organizer

 
HOURS AND COMPENSATION:
This position is 20 hours per week, with pro-rated benefits.  Pay is commensurate with experience. 

TO APPLY:
Please send your resume and cover letter with the names and phone numbers of two references by email or regular mail to: Pamela Schwartz, Outreach Director, National Priorities Project, 17 New South Street, Suite 302, Northampton, MA 01060 or pschwartz@nationalpriorities.org.

Applications are requested by Friday, March 10, 2006.  The position will remain open until filled.

NPP is committed to a multicultural staff.  People of color are strongly encouraged to apply. 
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