=====================================================================================
Position Title:
Social Media Specialist
Date: 11/2016
Classification:
Program Services I
Salary Range:
Program Services I
Department:
Public Affairs
Acceptable Job Titles: Social Media Specialist
Employment Status:
Position Reports To:
Positions Supervised:
Judgment Exercised:
Overtime Status:

At-will
Public Affairs Director
None
Normal
FLSA

Position Purpose
In support on the League’s political and communications strategy, contribute to the League’s social
media and website presence via; Twitter, Facebook, Instagram, LinkedIn, YouTube, and all other popular
and emerging social media tools. Plan and execute social media campaigns and measure the
effectiveness of those campaigns. In coordination with the League’s Public Affairs, Communications,
Education, Legislative teams, create and publish daily content. Stay up-to-date on the public policy
issues that impact the League and its membership. Additional responsibilities will include assisting in the
development of legislative action alerts, writing member stump speeches, maintaining the League’s
advocacy app, collecting news clips about local governments, and coordinating various public affairs
educational trainings.

Essential Functions










Generate, edit, publish and share daily content (original text, images, or video) that builds
meaningful connections and encourages members and partners to take action
Set up and optimize League pages within each platform to increase the visibility and
effectiveness of the League’s social content
Moderate all user-generated content in line with the moderation policy for each League
community
Continuously improve by capturing and analyzing the appropriate social data/metrics, insights
and best practices, and then help create an improvement plan based on that information
Collaborate with other departments (Communications, Education, Legislative, etc.) to manage
content, coordinate timing, identify target audience, and coordinate actions
Research target audience preferences and discover current trends
Create engaging text, image and video content
Design posts to sustain readers’ curiosity and create buzz around new issues
Measure web traffic and monitor Search Engine Optimization










Stay up-to-date with changes in all social platforms ensuring maximum effectiveness
Monitor the social media presence of groups opposing League positions
Train co-workers to use social media in a cohesive and beneficial way
Facilitate online conversations with membership, issue partners, stakeholders, and respond to
queries
Report on online reviews and feedback from membership and issue partners
Develop an optimal posting schedule, considering web traffic and engagement metrics
Oversee social media accounts’ layout
Suggest new ways to attract the interest of the membership, like promotions and competitions

Job Qualifications


















Proven working experience in social media marketing or as a digital media specialist
Experience with the California legislative process
Experience creating and executing a social media campaign from inception to completion
Excellent writing, editing (photo/video/text), presentation and communication skills
Demonstrable social networking experience and social analytics tools knowledge
Adequate knowledge of web design, web development, CRO (conversation rate optimization)
and SEO (search engine optimization)
Knowledge of online marketing and good understanding of major marketing channels
Knowledge of California media markets
Positive attitude, detail and customer oriented with good multitasking and organizational ability
Proven work experience as a social media coordinator
Expertise in multiple social media platforms
In-depth knowledge of SEO, keyword research and Google Analytics
Ability to deliver creative content (text, image and video)
Familiarity with online marketing strategies and marketing channels
Ability to gasp future trends in digital technologies and act proactively
Excellent communication skills
Multitasking and analytical skills

Desirable Experience and Training
Bachelor’s degree in Communications, Marketing, Business, Public Relations, or any equivalent
combination of experience and training. At least two years of experience managing social media
campaigns. Experience in a legislative, advocacy, policy development, fundraising or campaign
capacity desired.

Physical Demands and Work Environment
The physical demands and work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of the job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential

functions.
While performing the duties of this job, the employee regularly works in a business office setting.
Tasks require variety of physical activities, not generally involving muscular strain, such as walking,
standing, stooping, sitting, reaching and light lifting. Regular and consistent in-person interact and
continuous talking, hearing and seeing required in the normal course of performing the job.
Common eye, hand, finger dexterity required to perform some essential functions. Mental
application utilizes memory for details, verbal instructions, emotional stability, discriminating
thinking and creative problem solving. Regular automobile and airline travel required in normal
course of job performance.

Equipment Used
Computer, keyboard, mouse
Copier

Smartphone
Telephone

Scanner
Current office applications

