Digital Media Coordinator

with Administrative Support

Job Summary

Seeking a creative and detail-oriented digital media coordinator to support the planning,

creation, and execution of digital campaigns across multiple platforms. The ideal candidate will

manage social media content, update website and app content, create email campaigns,

monitor digital performance metrics, coordinate multimedia projects, help strengthen brand

awareness and audience engagement, and help with administrative duties.

Key Responsibilities

Create, schedule, and publish content across social media platforms, websites, email
campaigns, and other digital channels

Monitor social media engagement and respond to audience interactions

Assist with content creation including graphics, videos, and marketing copy

Track and analyze performance using analytics tools

Maintain brand consistency across all digital communications

Collaborate with marketing, design, and communications teams on digital projects
Update website and app content and ensure accuracy of online information
Research digital trends, competitor activity, and audience insights

Support paid advertising campaigns and SEO initiatives as needed

Support with marketing & graphics department administrative duties such as putting up
marketing posters and signs, printing and cutting print materials, and other items as
needed

Qualifications

Bachelor’s degree in marketing, communications, digital media, or related field preferred
1-3 years of experience in digital marketing, social media, or content coordination
Familiarity and navigation of social media platforms including Instagram and Facebook
Experience with content management systems (like WordPress or Wix) and scheduling
tools

Basic knowledge of SEO, Google Analytics, and digital advertising

Strong written and verbal communication skills

Proficiency in Microsoft Office

Excellent organizational and multitasking abilities

Preferred Skills

Knowledge of email marketing platforms like Constant Contact

Ability to interpret analytics and provide performance recommendations
Creative thinking and strong attention to detail

Knowledge of graphic design tools such as Canva or Adobe Creative Suite a bonus
Copywriting and editing capabilities a bonus



Work Environment

e Part-time position up to 25 hours per week
e Hybrid or remote work options are negotiable
e Possible evening or weekend work for Sunday services or events

Hourly or Salary

$20-22 hourly depending on experience



