Position: Digital Media Intern
Agency: Office of the Managing Director, Performance Management Unit
Type: Undergraduate and Graduate Interns

Time Commitment: 10 hours per week

The Performance Management Unit of the City of Philadelphia’s Office of the Managing Director is
looking for a Digital Media Intern. The candidate in this position is expected to help with digital and
social media and increase engagement with the public. This position is an unpaid internship.

Duties and Responsibilities

Digital Media
o Edit PhillyStat session videos into short clips highlighting important topics or
moments
e Takes pictures and videos of PhillyStat sessions to be developed into content for the
PhillyStat website, Facebook and Twitter pages.
¢ Completes other digital media projects as assigned.

Social Media

o Updates Twitter and Facebook account.

e Responds to posts or comments to bring value to user’s interactions with PhillyStat.

e Revises social media strategy as necessary in order to maximize engagement and value.

e Performs research to find articles, stories, resources, or other content that is relevant
to our customer base and posts it to our Twitter and Facebook page in a manner that
invites conversation and interaction.

o Updates Facebook and Twitter accounts with current and relevant photos, video, or
other content from PhillyStat sessions.

e Grows PhillyStat online social networks by increasing followers and interactions.

e Completes other social media projects as assigned.

Analytics and Reporting
o Reviews data on the performance of social media platforms and adjusts plans or
strategies to optimize reach.

Knowledge /Technical Skills

e Computer with video/photo editing suite - we will NOT be providing
hardware/software

e Intermediate to advanced computer skills. Knowledgeable in M.S. Office - Word, Excel,
PowerPoint, Adobe Acrobat and Hootsuite (required)

e Video editing skills
o Ability to effectively work with others.

Education

e (Candidates should be pursuing a Bachelor’s or Master’s degree in Digital Media, Marketing,
or related field



About Performance Management at the City of Philadelphia

Performance management is a major initiative under Mayor Michael Nutter and is housed in the
Office of the Managing Director. The mission is to improve organizational performance in City
departments through the implementation of performance management tools by serving as an
objective and engaged partner and resource. The Unit also manages the Mayor’s PhillyStat program
which strives to improve transparency of the City's performance through public reporting and
communication. The City is recognized nationally for its efforts in this area, having received a 2015
Certificate of Excellence from the International City/County Management Association.

Please send your cover letter and resume to phillystat@phila.gov if interested. Resumes
without cover letters will not be reviewed.
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