
Job Description

Content Assistant

I am looking for a highly ambitious, detail-oriented Content Assistant to join my team at JW
Media. JW Media inspires, educates, and guides creators and solopreneurs to build more
intentional lives through online service and product businesses.

The role will begin as a part-time job, working roughly 10 hours per week at $30/hour + an
opportunity to earn commission. This role has the opportunity to grow into a full-time job with
first-year on-target earnings of between $70k and $80k.

For the last 3 years, I’ve been a one-person show, personally creating over 1,500 pieces of
original content on LinkedIn and Twitter, building online courses, running a coaching business,
and private community. My business has reached an inflection point where I need support.

This year, I’m focusing on creative writing, launching two brand new courses, and introducing a
weekly newsletter.

Because there are so many moving parts, I need support with content planning and
organization, newsletter curation, and project management. I’ll depend on you to keep content
organized, keep the weekly newsletter on track, and help me complete new projects.

My ideal candidate is an experienced professional with demonstrable skills in social media
content creation, curation and repurposing. The ideal candidate will also have experience
managing projects to completion. As a Content Assistant, you should perform well under
deadlines and be highly organized. You should be highly autonomous and very proactive.

Applicants should enjoy working in social media, and have a passion for the creator space and
creator economy.

Responsibilities

● Build a content calendar to ensure content is well planned.
● Help develop new content ideas.
● Repurpose & refresh previous high-performing content.
● Curate interesting & helpful content for the weekly newsletter.
● Edit, proofread and improve the newsletter.
● Use data to analyze what’s working and what isn’t.
● Stay up-to-date with the creator/solopreneur industry and generate new ideas to draw

audience attention.



Requirements

● Working knowledge of LinkedIn, Twitter, Slack and GDrive
● Proven experience in research & copywriting
● Proven experience as a content creator
● Fluent in English
● Very strong attention to detail
● Excellent organizational skills


