
 

 

LONG-TERM INTERNSHIP 2019-2020 

Social Media and Outreach Communications Associate  

The Oak Spring Garden Foundation (OSGF) is a 501(c)3 private operating foundation 
based in Upperville, Virginia with a mission to perpetuate and share Rachel Lambert 
Mellon’s home, garden, estate and Library to serve the public interest. The Foundation is 
dedicated to inspiring and facilitating scholarship and public dialogue on the history and 
future of plants, including the culture of gardens and landscapes and the importance of 
plants for human well-being. For additional information, please visit www.osgf.org. 

OSGF is accepting applications for a Social Media and Outreach Communications Associate 

position that advances the mission of the Foundation. The position(s) will have the 

following structure: 

 

Schedule: Twelve months, full-time beginning in September 2019 ending August 

2020. 

Location: Upperville, VA (housing provided, if needed); The Oak Spring estate is 

located in rural northern Virginia, 15 minutes from the nearest town. 

Having access to a car is desirable, but not essential. 

Payment: $16.00/hour (taxable)(40 hour week including lunch breaks) and 

employee will be provided with a private bedroom and self-catering 

accommodation on the Oak Spring Estate (if needed; local applicants 

that not requiring housing are encouraged). 

Closing Date: Review of applications will begin August 15th 2019 on a rolling basis 

and will continue until the position is filled). 

Summary of Position: 

The Oak Spring Garden Foundation has developed a roster of programs that are carried out 

each year, including Fellowships and Residency Programs for researchers, writers, and artists. 

http://www.osgf.org/
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We are now putting a concerted effort into growing our online audience in order to make 

these programs known and to share the story of Oak Spring’s history and current activities. 

The Social Media and Communications Associate will be responsible for maintaining 

OSGF’s daily online presence, including creating content, replying to comments, and 

tracking analytics. The associate will take direction from the Head of Communications, but 

must also be self-driven and able to work independently. 

Responsibilities: 

• Work with the Head of Communications to create and implement social media 

campaigns. 

• Work with the Head of Communications to develop content calendars on a weekly 

and monthly basis in line with OSGF’s strategic communications goals. 

• Research and write blog posts for the OSGF website about OSGF’s activities, and 

subjects relating to the mission of the foundation. 

• Create engaging content for the various OSGF social media pages. 

• Monitor social media analytics and engage in best practices for increasing audience 

engagement. 

• Assist the Head of Communications in the creation of bi-monthly electronic 

newsletters. 

• Provide general support to the OSGF team in our various inreach and outreach 

activities.  

 

Qualifications: 

• Current student (or recent graduate) pursuing a bachelor’s or master’s degree in a 

relevant subject area 

• Strong writing, editing, and communications skills. 

• Experience with the major social media platforms, including Facebook, Twitter, and 

Instagram. Prior experience managing organization pages is a plus. 

• Familiarity with Google G Suite products for collaborative workflow. 

• Experience with social media analytics, including Google Analytics and Facebook 

Insights. 

• Experience with Adobe Creative Suite, including Photoshop, InDesign, and 

Illustrator a significant advantage. 

• Excellent research and fact-checking skills. A strong commitment to accuracy, clarity, 

honesty, and integrity in writing is a must. 

• A good “design eye” and strong visual communication skills, including photography, 

and ability to work with appropriate software. 

• A sense of curiosity, willingness to research and learn. 
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• Highly motivated and capable of working both independently and collaboratively.  

• Strong commitment to the mission of OSGF (it is helpful – but not required – to 

have an interest and/or prior experience in the broad areas that comprise our 

programs – plants, gardens, landscapes, and sustainable food).   

 

Working Conditions: 

Position is mostly indoor desk work, but may include some work outdoors for information 

gathering and photography. Must be comfortable walking among buildings on the site - and 

going up and down stairs. 

To Apply: 

Position will be supervised by the Head of Communications, with oversight from the OSGF 

President. 

To be considered for this position, please send a cover letter, resume and any additional 

material that relates to the proposal (not to exceed three pages in length) to HR@osgf.org 

with the position title and your name in the subject line. Review of applications will begin 

August 15th 2019 on a rolling basis and will continue until the position is filled). 
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