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JOB DESCRIPTION

Social Media Coordinator
	POSITION:
	Social Media Coordinator
	LOCATION:
	

	DATE LISTED:
	
	CLOSING DATE:
	

	REPORTS TO:
	Marketing and Communications Manager
	EMPLOYMENT TYPE:
	Non-Management

	DEPARTMENT:
	Marketing and Communication
	WHEN NEEDED:
	


SUMMARY:

The social media coordinator develops, posts, reviews analytics, and manages all forms of social media platforms for our NPO to promote our business across social channels.   
RESPONSIBILITIES:
· Post variety of company initiatives and creative content to gain followers and boost Search Engine Optimization (SEO)
· Manage and control social media platforms inclusive but not limited to: Instagram, Facebook, Twitter, Flickr, TikTok, Youtube, Reddit, etc…
· Drive followers through strategic and creative content 

· Interpret analytics for each post to gauge followers and boost online presence 
· Conduct account and market research and use to develop strategies to grow social media following in specific segment.
· Promote and advertise major events through social channels
· Assist in planning and coordinating major events to raise awareness and donations
· Conduct market research to find targets on how to expand external communications

· Develop and implement web-based advertisements and promotional material
· Responsible for the growth and development of market segments and production of revenue in assigned markets to generate leads.

· Accounts will be prospected, developed and maintained by consistent, proactive & targeted sales initiatives. 

· Preparation of weekly reports, implementation of property/individual action plans and participation in weekly and quarterly meetings
· Manage and review social media and online marketing strategies through analytics interpretation and various other reports to target and track audience.

· Develop relationships with various sponsors 

*Other duties as required
QUALIFICATIONS:

· Highly energetic, aggressive self-starter and well developed sales skills including excellent negotiation, prospecting, presentation, and verbal & written communication skills
· Must have Bachelor Degree or College Diploma in related field

· Must have strong understanding for online-marketing and analytics
· Strong organization skills and detail oriented, commitment to superior customer service
· Ability to work both independently and in a team environment.
· Established industry contacts and knowledge of marketplace.
· Proven ability to boost online presence
· Computer literacy (excel, word, PowerPoint, adobe).
· Must have ability to work under minimal supervision and with priority deadlines.

· Proven leader who can motivate and lead by example.
· Works well under pressure.
· Bilingual (French/English) Written/Spoken an asset
