
External Relations Associate 
Essential Job Functions: 

 Contribute to the writing and editing of articles, website content, blog content, technical writing, newsletter articles, 

email content, and press releases. 

 Assist in updating and maintaining our traditional media and new media contact lists. 

 File news clips, press releases, and media mentions. 

 Contribute to brainstorming and creative content development of effective messaging for social media campaigns, 

content marketing, and special events. 

 Assist with TXRTL’s - social media strategy, including but not limited to monitoring blogs and posts of opposing or 

anti-Life organizations. 

 Ensure that TXRTL social and digital media are updated on a regular basis including Twitter, Facebook, 

YouTube, Picasa, website postings, and blog postings. 

 Assist with digital media and website postings of news, articles, press releases, calendar information, and 

updates. 

 Assist in management and production of the TXRTL newsletter. 

 Manage inventory of all communication collateral including newsletters, brochures, flyers, and invitation supplies. 

 Assist with event coordination and project support of special event logistics. 

 Provide assistance and support for special event communications such as invitations, evites, and publicity posts. 

 Manage, catalog, and post event photographs. 

 Reviews and responds to FB prayer posts 

 Prepares prayer list for daily/weekly prayer time at office  

 
Skills (Proficiency / Ability to Learn): 

 Strong language skills (writing/editing)  

 Adestra E-Magnify email platform 

 EventBrite/Event Registration 

 Microsoft Office 

 Adobe – Creative Cloud 

 Internet Browser- for SEO and research 

 TXRTL Website- posting platform 

 Adobe Creative Cloud 

 Media Shout 

 PowerPoint 

 

 
Graphics Design and Video Editor 
Essential Job Functions: 

 Graphic design creation –as assigned- for public communications and social media content for the Legislative, 
PAC, and Outreach departments 

 Graphic design support for brochures/flyers for Outreach, postcards for PAC/Leg, electronic email newsletter 
(PLP) 

 Graphic design support for special event planning such as invites, save-the-dates, signage, and evites 

 Creative and graphic support for video clips, storyboarding, mixing, and video projects 

 Through Hootsuite, schedule content for TXRTL website, lege blog, FB, Twitter 

 Post content to Instagram and YouTube Channel 

 Maintains artwork/build file archives 

 Social Media, website, email platform posting of created content 

 A/V event support at COL, PB COL, smaller events 
 

Skills (Proficiency / Ability to Learn): 

 Graphic design experience 

 Adobe Creative Cloud 

 Media Shout 

 PowerPoint 

 Ability to take a conceptual idea/theme and create an effective visual 



 Strong language skills (writing/editing)  

 Adestra E-Magnify email platform 

 EventBrite/Event Registration 

 Microsoft Office 

 Internet Browser- for SEO and research 

 TXRTL Website- posting platform 

 
 


