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Quick Roadmap

• Unit Context 
• Review of Resources 
• Staffing Structure used to implement takeovers 
• Brief Glimpse of process
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Undergraduate Research Office 

• Nested within Office of the Associate Provost for Undergraduate 
Education (APUE) 

• Small Office  
• 3 full-time staff, 15+ students (undergrad and grad) 

• Scope of my Role 
• Manage daily operations of office 
• Oversee student staff and full-time coordinator 
• Manage planning and implementation of 2 major research forums 
• Coordinate funding in 14 colleges 
• ….Communication work for the unit (!!!!!!)
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Resources

• Sprinklr – High ROI 
• Content Calendar 
• Student Staff 

• Graduate Assistant 
• Undergraduate Intern 
• Ambassador Program
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Content Calendar
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Personnel Strategy for Social Media 

• Assistant Director (40 hours) – oversees strategy, approves 
content when necessary, checks in on platforms routinely, 
troubleshoots with student staff 

• Graduate Assistant (20 hours) – manages implementation on a 
daily/routine basis. Supervises undergraduate student 
intern tasks, coordinates ambassador takeovers 

• Undergraduate Intern (10 hours) – creates and schedules 
content in Sprinklr (w/ approval from GA), corresponds 
with ambassadors for takeover logistics
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Ambassadors

• Conduct takeovers throughout the semester (one of 
several responsibilities in their role).  

• Trained in August during 1 ½ day orientation program 
• Sign “Code of Conduct” / Contract for program 
• Provided with social media guidelines & examples 
• New Fall 2019: storyboard content in advance, review w/ 

intern & graduate assistant
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Timeline
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• Ambassador 
Signs up for 

Takeover

• Ambassador 
sends 

storyboard to 
GA & Intern (3 

days prior)

• GA & Intern 
review and 

provide 
feedback

• Intern creates 
and schedules 
“intro post” 

for Instagram

• GA sends 
Ambassador 

Login 
Credentials

• Ambassador 
conducts 
takeover

• GA changes 
login 

credentials

• Intern archives 
& saves 
takeover 

content to 
highlights

• Repeat!
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Storyboards… sort of
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Questions?

Lizzy King 
@queenlizzyking 

Undergraduate Research Office 
@UR_at_MSU 




