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 JOB DESCRIPTION 
 

Title:  Digital Content Specialist 

 

Division/Program:   

Department:  Marketing 

 

FLSA Status:  Hourly 

Reports To:  Director of Community 

Engagement 

 

Supervises: 

 None 

 

 

SUMMARY 

The Digital Content Specialist represents United across digital channels. The Digital 
Content Specialist is responsible for the day-to-day management of United’s social 
media channels— Facebook, Twitter, LinkedIn, and blog—curating, editing, and 
creating high-value, engaging content for United’s audiences. The Digital Content 
Specialist also makes minor content-related updates to United’s website in Wordpress. 
In addition, the social content specialist will assist in implementing a targeted email 
marketing strategy to United’s list of 7,000+ in multiple market segments. 
 

ESSENTIAL RESPONSIBILITIES 

1. Curate content to share on social media that will appeal to our followers with an 
emphasis on progressive theology, theological education, and a faith-based 
approach to activism and social transformation 

2. Execute regular posting schedule to social channels 

3. Assist in the creation of a blog editorial calendar 

4. Oversee execution of blog editorial calendar 

5. Build relationships with professors, students, alumni, staff, and friends of United 
who are subject matter experts to create blog posts and other content assets for 
distribution across United’s digital channels 

6. Write and edit blog posts as necessary, paying attention to search engine 
optimization standards provided 

7. Create monthly email newsletter for United constituents based on highest 
engagement blog content 

8. Make minor content updates to United’s website, including managing the 
calendar on the website and Moodle, United’s internal communications tool 

9. Monitor metrics and create engagement reports to help refine strategy and 
improve results 

10. Monitor Search Engine Optimization results 
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11. Execute strategy as defined by Director of Community Engagement 

12. Stay on top of new industry trends and best practices through on-going 
independent research 

SECONDARY RESPONSIBILITIES 

1. Participates in special projects as requested by management 

JOB SPECIFICATIONS 

Education and Experience 

 Savvy and engaged social media user 

 Experience managing social media communities preferred 

 Excellent communication and creative writing skills, polished proofreader 

 Experience in copywriting, journalism, or editing a plus 

 Extensive knowledge of social media with a passion and curiosity to learn more 

 Intermediate to expert SEO and SEM experience preferred 

Knowledge, Skills and Abilities 

 Interest in and understanding of progressive theology required; theological training 
preferred (seminary students especially encouraged to apply) 

 Ability and willingness to provide excellent customer service and work respectfully 
with a variety of people and organizations 

 Ability to prioritize multiple responsibilities and deadlines 

 Exceptional written communication, verbal, and interpersonal skills 

 A working knowledge of WordPress 

 Experience with Moz and Hubspot a plus 

 Understanding of conventional and digital marketing strategies 

 Flexible and adaptable to change that occurs in a high growth company 

 Ability to understand interrelated business issues and to think strategically 

 

PHYSICAL REQUIREMENTS NECESSARY TO PERFORM THIS JOB 

Incumbent must be able to: 

 Hear and speak in order to communicate in office environment 
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 See in order to complete position related functions 

 Sit at desk for extended periods to carry out position functions 

 Apply manual dexterity for computer keyboarding and office equipment use 

 Perform some bending, stretching and reaching related to office equipment use 

 Ability to occasionally lift 10-20 pounds 

TOOLS AND EQUIPMENT USED 

Incumbent must be able to: 

 Use computer equipment and related peripherals and software 

 Use telephone, copy machine, postage machine and other office equipment 

 
 
 

_______________________________________________ _______________ 
 Employee Signature   Date 
 
 
 

_______________________________________________ _______________ 
 Supervisor Signature  Date 


