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JOB DESCRIPTION 

 

Title:  

Digital Campaign Specialist 

Division/Program: NA 

Department: 

Marketing and Communications 

FLSA Status:  non-exempt, 20 hours per 

week 

Reports To: 

Director of Marketing and Community 

Relations 

 

Supervises: NA 

 

 

 

SUMMARY 

The Digital Campaign Specialist manages the execution of digital campaigns in support of the 

seminary’s mission and vision and manages the seminary’s website.  

 

ESSENTIAL RESPONSIBILITIES 

 Manage website content updates 

 Build landing pages, emails, forms, and workflows in Hubspot 

 Create and optimize Google Grant campaigns 

 Update meta descriptions, keywords, and alt text on website 

 Develop paid social campaigns through Facebook Ads Manager 

 Manage video and audio files on web, podcast, and social media 

 Take initiative on projects with little direction, asking clarifying questions when needed 

 Be an active learner, continuously seeking to take on new projects and tasks 

 Impeccable attention to detail with short turnaround time 

 

JOB SPECIFICATIONS 

 

Minimum Qualifications: 

 

 Excellent written, verbal and interpersonal communication 

 Strong computer skills and comfort level navigating applications 

 Demonstrate project management and accountability to project outcomes 

 Ability to work in fast paced, ambiguous and changing environment 

 Experience with marketing automation tools like Hubspot 

 Experience with Wordpress 

 Fluent in HTML and CSS 

 

Preferred Qualifications: 

 

 Bachelor’s degree or Portfolio school graduate 

 5+ years of professional experience at an agency or design firm 

 Photoshop skills 

 Illustrator skills 

 InDesign skills 
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 Facebook certifications 

 Hubspot certifications 

 Google AdWords certification 

 Google Analytics certification 

 

PHYSICAL REQUIREMENTS NECESSARY TO PERFORM THIS JOB 

 

Incumbent must be able to: 

 Communicate effectively in English in order to use the telephone and communicate with 

people in the office and other environments 

 Sit at a desk and use a computer for extended periods of time as well as to move 

around the office area 

 Apply manual dexterity to computer keyboarding and other office equipment 

 

TOOLS AND EQUIPMENT USED 

 

Incumbent must be able to: 

 

 Navigate systems and create quality products for internet, social media, email, website 

and other communications uses  

 Skillfully use computers, computer programs, and all office machines 

 

 

_______________________________________________ _______________ 

 Employee Signature   Date 

 

 

 

_______________________________________________ _______________ 

 Supervisor Signature  Date 

 


