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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Social Media Director

	Job Title:
	Social Media Director
	FLSA Status:
	Exempt

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Job Purpose 

Works directly with company leadership and marketing/PR teams to create and manage social media strategies. Position is responsible for setting social media strategy but may also implements programs. Plans, writes, comments and participates in social media platforms. Has extensive social media experience and actively participate in a wide variety of social media activities. 
Essential Duties and Responsibilities Include the Following:
This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Work with the social media agency to create a comprehensive social media strategy and define programs that use social media marketing techniques in order to increase visibility and brand awareness.
2. Monitor trends in social media and apply that knowledge to increasing the use of social media at the organization.
3. Help educate the organization on incorporating relevant social media techniques into the corporate culture and into all of the company’s products and services.
4. Ensure social media efforts are aligned with the overall marketing objectives and goals.
5. Create benchmarks and monitor the ROI for social marketing.  Prepare reports to update internal staff on usage statistics. 
6. Liaise with marketing/advertising/PR teams where appropriate to ensure brand messages are accurately and appropriately conveyed.
7. Experiment with new and alternative ways to leverage social media activities.
8. Manage online discussions by listening to users, reading between the lines, and responding in a timely manner to users’ needs and requests.
9. Completes other duties as assigned.

Supervisory Responsibilities
None

Qualifications - Education and/or Experience: 
· Bachelor’s Degree in related field (i.e., PR, Advertising, Marketing, Communications) 
· Minimum of one year of industry experience with an emphasis in social media.
· In-depth knowledge and understanding of online community and social media platforms and their respective participants.
· Ability to work independently while supporting team goals.
· Strong attention to detail and ability to multi task.
· Excellent written and verbal communication skills with ability to present ideas and information clearly.
Physical Demands:  

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to finger, handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.

The employee must occasionally lift up to 25 pounds.  

Work Environment:  

General office environment; the employee occasionally performs work-related travel.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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