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Communications/Public Relations Assistant 
Full-Time Position Available
Granville Homes is a family-run, local home building company located in North Fresno. At Granville Homes, our mission is twofold: to build the area's best homes, and to provide the area's best customer service. Everything we do is done to fulfill both of these goals; for we believe they are of equal importance.

 This position is ideal for a highly motivated individual with a college degree or background in communications or public relations.  The projects assigned will be varied and range from public policy, philanthropy to industry specific issues.  The individual must be able to work at full-time and be flexible to work evenings or weekends, as needed.  Their primary duties will include, but are not limited to, the following:

· Draft materials including talking points, audio/visual presentations, meeting summaries, research reports and other materials as directed

· Compile research involving industry specific issues, public policy and/or philanthropy

· Presentation of material to the public in a marketable format

· Carry out event planning activities and arrangements

· Coordinate and participate in public, government and staff meetings as needed

· Participate in brainstorming and strategy sessions

· Develop and update contact lists

· Perform administrative duties and functions as assigned

Ideal candidates should be critical thinkers, self starting, ambitious and able to complete multiple tasks in a timely manner with little direction or supervision. Excellent writing and verbal communications skills are a must, as well as advanced computer skills. Must thrive in a fast paced environment.  Potential for advancement and growth.
Compensation based on experience.  Benefit package is included.
To apply for this position, please submit your resume to Cris Lopez via email at clopez@gvhomes.com.  Employment and compensation history should be included for consideration. 
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