
 

Position Description 

 
Title: Associate Editor 
Division: Communications 
Classification: Non-exempt, part time 
Reports To: Director of Communications 
Supervises: N/A 
 
High Desert Museum – Organization Description 
The High Desert Museum is a non-profit organization focused on the biotic and cultural elements of 
the High Desert region of the Western United States. Located near Bend, Oregon, on the edge of the 
beautiful Deschutes National Forest, the Museum melds the natural history of diverse habitat types 
with human history of the environment into a unique blend of indoor and outdoor exhibits, living 
history and both living and historic collections. 
 
Job Summary- Associate Editor 
The High Desert Museum seeks an associate editor who will work with the Museum’s 

communications team and interdepartmentally to produce compelling multimedia content to further 

the Museum’s mission. The associate editor will work under the supervision of the Director of 

Communications to project manage communications and marketing projects, write original content 

and copy edit printed and digital collateral. The successful candidate will balance the long-term 

goals of the museum with the short-term needs of the Communications department.   

 
QUALIFICATIONS 

• Bachelor’s degree in either a liberal arts discipline or in marketing, communication, 

journalism or a related field 

• Exceptional writing skills  

• 3+ years of experience as a writer, editor and content strategist 

• Strong proofreading and editing skills 

• Strong organizational skills and a proven track record of successfully managing multiple 

projects across departments 

• Embraces a fast-paced environment and ability to turn work around quickly 

• Attention to detail 

• Flexibility; ability to adapt when the day’s focus shifts 

• Experience in website copywriting, blogging and creation of multimedia content for social 

and digital media 

• Demonstrated success in developing social media strategy; proficiency in using social 
media platforms including Facebook, Twitter, and Instagram 

• Understanding of digital analytics 
• Fluency in Microsoft Office Suite 
• Proficiency in Adobe Creative Suite preferred, graphic design a plus 

• Experience in marketing a nonprofit preferred 
• The ability to establish and maintain effective working relationships with staff, volunteers, 

donors, vendors and the general public 



• Excellent interpersonal communication skills and an awareness of the sensitivities of others 
• Being a self-starter, able to function comfortably in a fluid context 
• Willingness and ability to work independently and as part of a team 

• Skills and experiences that contribute to the diversity of The Museum 
• Experience in managing website pages and familiarity with WordPress 

• Motivated self-starter who thrives on working in a complex and challenging environment 

• Passion for delivering with the highest standards 

 
RESPONSIBILITIES AND TASKS 

1. Develop and edit compelling written materials to conform to the Museum’s style, including 

but not limited to website content, blogs, social media posts, appeal letters, invitations, 

event programs and signage 

2. Under supervision, organize and schedule the design, approval and on-time delivery of 

marketing and advertising projects (print, billboards, broadcast, digital), working closely 

across departments and with third-party vendors to ensure deadlines are met 

3. Assist with the execution of the Museum’s marketing plan throughout the year 

4. Assist with digital marketing analysis and strategy 

5. Help to maintain standards of editorial excellence and consistency throughout the Museum 

6. Other duties as assigned 

 

 

Please send resume and cover letter to the High Desert Museum, attention Shannon Campbell. 

scampbell@highdesertmuseum.org 

http://highdesertmuseum.org/job-opportunities 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mission 

To explore the High Desert’s unique landscape, cultures, wildlife, history and arts,  

connecting our visitors to the past and helping them discover their role in the present and 

responsibility to the future.  
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