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PUBLIC RELATIONS ACCOUNT COORDINATOR 

Angela Miller
Wilbron Inc. is seeking a full-time Public Relations Account Coordinator. This career opportunity requires a candidate experienced in writing public relations and social media strategies as well as research development. The ideal candidate will have one year of agency, or relevant, experience. Candidates must show innovative thinking, strong work ethic and team work. If you are chosen for this position, you will have an opportunity to interact with multiple clients, and the freedom to impact brands with national significance.

Founded in 2006, Wilbron exists FOR GOOD, which means that we devote 100% of our professional efforts to 
projects that benefit businesses, communities and the lives of everyday people. Wilbron’s active client roster 
includes Birmingham-Shuttlesworth Airport Authority, A.G. Gaston Boys and Girls Club, Alabama Power, INROADS, Inc. and others.

If you have public relations and communications experience, please send us your resume and writing samples. We want to meet you. To apply, email Angela Miller at amiller@wilbron.com.

Qualifications:
- Four year degree required in public relations, or a related field such as communications
- Experience: 1-2 years working in an agency or equivalent environment
- Resume and writing samples required; samples must include media release, social media content calendar and 
  relevant strategy
- Proficient in AP Style, Microsoft Office, social media platforms (i.e., Facebook, Instagram) and social media 
  scheduling software, such as Hootesuite
- Basic understanding of video editing preferred, but not required
- Adept at listening and responding to client direction
- Comfortable working collaboratively and independently
- Professional with excellent interpersonal and communication skills
- Fast learner who can prioritize and manage work, adhering to critical project timelines in a 
  fast-paced environment

Responsibilities:
- This position reports to the Account Director and is responsible for the following:
- Prepare and manage media and community leader databases
- Write strategy and research that supports RFPs and client needs
- Provide in-the-field support for client projects, such as events or video shoots
- Write media releases/advisories and pitch media, when necessary
- Participate in client meetings and prepare minutes and briefs
- Serve as a client liaison when account services management is unavailable
- Conduct meetings with the creative team and other shared in-house resources
- Manage social media calendars and platforms for Wilbron clients, including Facebook, Twitter, LinkedIn, 
  Snapchat and Instagram
- Write various documents, including creative briefs and public relations strategies
- Other duties assigned by management

Salary Range: $29,000-$35,000

Benefits and Perks:
Paid professional development and membership
Paid Time Off: vacation, sick days and family leave 
Health insurance
Flexible work environment�


