

Job Description
Digital and Social Media Coordinator
August 2024
Reports to: Director of Marketing and Communications
Description:

The Digital and Social Media Coordinator is responsible for creating, managing, and optimizing digital content across Sterling College's social media platforms and website. This part-time role focuses on developing engaging visual and written content that promotes Sterling College to prospective students, alumni, donors, and other key audiences. The coordinator will work closely with the marketing team to ensure a consistent brand voice and visual identity across all digital channels.
Responsibilities:

· Content Creation: Develop, design, and manage digital content, including social media posts, graphics, and short videos that resonate with Sterling College’s target audiences.

· Social Media Management: Plan, schedule, and post content across various social media platforms (e.g., TikTok, Instagram, Facebook, Twitter, LinkedIn) to drive engagement and increase the College’s online presence.

· Website Updates: Collaborate with the Marketing and Communications team to update and maintain website content, ensuring it is current, visually appealing, and aligned with the College’s messaging.

· Analytics and Reporting: Monitor social media and website analytics to track performance, identify trends, and make data-driven recommendations for improving engagement and reach.

· Brand Consistency: Ensure all digital content adheres to Sterling College’s branding guidelines and supports the College’s mission and values.

· Collaboration: Work with the Creative Design Coordinator and other team members to brainstorm and execute digital campaigns that align with overall marketing goals.

· Community Engagement: Interact with followers on social media platforms, responding to comments and messages in a timely manner to foster a strong online community.
Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  

· Experience in photography and videography projects.
· A personal commitment to Jesus Christ and a clear understanding of the mission of Sterling College.

· Experience in digital content creation, including social media management and graphic design.

· Proficiency in using design tools such as Adobe Creative Suite (Photoshop, Illustrator) and social media management platforms (e.g., Hootsuite, Buffer).

· Familiarity with website content management systems (CMS) and basic HTML/CSS is a plus.

· Strong written and verbal communication skills.

· Ability to work independently and manage multiple projects with attention to detail.
Essential Job Functions:

· Must be able to push, pull, and lift a minimum of 25 pounds.

· Must be able walk up and down stairs.

· Be able to coordinate movement of the fingers and hands as well as have the adequate dexterity and strength to complete tasks.

· Be able to use upper extremities to frequently press against something with steady force in order to thrust forward, downward or upward.

· Frequently bend body downward and forward by bending spine at the waist.

· Be able to stand and move about regularly.

· Be able to sit for long periods of time.

Education/Experience:
· Bachelor’s degree required.
*Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities my change at anytime with or without notice.
