
 
CLOSING DATE: Open Until Filled 

 
 
 
 
 

Nevada State High School 
 Public Charter School  

Marketing and Engagement Intern 
$10-11/Hour 

Mission: To support students in a college environment with personal, academic, and social skills.   

Vision: Every Student College Ready. 

NSHS is a fast-growing public charter school network in Nevada hosting one central office and serving 
approximately 1,000 11th and 12th grade students in eight (8) locations. We continue to meet the community’s 
demand of preparing high school students to attend college without having to take remedial coursework.  

Essential Duties/Responsibilities 

1. Submitting data into the school’s social media database 
2. Organizing and filing documents 
3. Copying and scanning necessary files 
4. Assisting and attending school functions 
5. Assisting and/or participating in meetings 
6. Preparing posts for social media 
7. Preparing event set up, implementation, and close out  
8. Preparing mailing out school newsletters 
9. Assisting with processing paperwork 
10. Scheduling appointments as needed 
11. Running errand to and from offices if necessary 
12. Supporting projects within department 
13. Performing other duties as assigned 
14. Serving as an example student for NSHS 

Minimum Requirements 

1. Show a minimum level of Gold in WorkKeys 
2. Work 20 – 30 hours per week during weekdays Monday through Fridays 
3. Provide self-transportation 
4. Demonstrate better than basic level in Microsoft Office Skills 
5. Demonstrate better than basic typing and computer skills 
6. Work cooperatively with employees, students, parents, the public, and other agencies 
7. Answer phones and communicate professionally 
8. Type and create professional letters and emails 
9. Maintain clean, orderly office 

Qualifications 

1. Strong desire to learn along with professional drive 
2. Good academic standing with NSHS 
3. Current enrollment or graduate of marketing, communications, hospitality management or related degree 
4. Gold or Platinum ACT Workkeys NCRC required  

To apply: Candidates are asked to submit the following: 1) NSHS application, 2) Resume, and 3) Transcripts 
and/or applicable diploma(s)/degree(s)/license(s)/endorsement(s). Please scan and submit all documents through 
the school’s help ticket portal here: http://help.earlycollegenv.com. NO HARD COPIES OR EMAILS.  

Hiring Process and Timeline: NSHS is an equal opportunity employer. Candidates can find the NSHS 
application and the hiring process here:  https://earlycollegenv.com/career-opportunities/. 

http://help.earlycollegenv.com/
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