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Digital Media Strategist

	Department:
	Communications	
	Reports To:
	Communications Director
	Division:
	Communications	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	13	
	Revision Date:	
	7/1/2015


GENERAL STATEMENT OF JOB

This regular, full-time position is part of the City’s Communications Department and is responsible for development of strategic digital campaigns and content creation across multiple platforms; as well as coordination of digital content to assure strategic, effective and consistent delivery of information. The digital media strategist must work closely with key stakeholders and City Departments to implement the City’s communications strategy to inform, educate and engage citizens via social, mobile and digital technologies.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Work collaboratively with the City’s Communications Department to achieve strategic communication goals. Develop and communicate digital content strategy and associated tactics that support these goals.
Monitor the City’s digital presence ensuring consistency of appearance, functionality, security and conformance to policies and style guidelines.
Proactively develop programs to engage and grow the City’s online community, and ensure a consistent and appropriate voice and tone across all communications. Create and post compelling social media content that engages followers. 
Develop creative campaigns to increase awareness, influence and activate public opinion through social media outreach and online advertising. 
Establish and maintain cooperative working relationships with other departments, agencies, contractors, and the public to develop strategic and tactical plans to facilitate and improve the delivery of City service.
Initiate and implement digital-related projects including website enhancements, email campaigns and social media. This may include taking, editing and uploading photos, videos or other graphics. 
Responsible for maintaining, monitoring and optimizing social media channels on a daily basis, including, but not limited to: Facebook, Twitter, Nextdoor, Linked In, Google+, Pinterest, Instagram, Flickr, YouTube and others as applicable. 
Proactively monitor social media platforms for issues, questions and needs, and develop systems to quickly and effectively address them, with appropriate consultation from City departments. 
Serve as team leader and liaison with third-party social media monitoring vendor(s); oversee contract requirements and ensure performance goals are being met. 
Develop standards, processes and best practices for content creation, distribution and management. Be comfortable using HootSuite or other scheduling software.
Develop performance metrics: track, compile and analyze website and social media metrics through Google Analytics and other tools. 
Stay abreast of digital industry trends and emerging technology. Monitor other public and private sites to stay current with service delivery innovations and approaches. 
Assist Communications Specialist with website development and content management for the City’s website and internal C-Net. 
Also, write and edit content for various web and digital publications (e-newsletters); work with various department to enhance public information and develop engaging campaigns.
Other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of journalistic writing techniques, English grammar, and composing and editing informational materials for the public.
Knowledge of public relations and journalism principles and practices. 
Knowledge of social media techniques and practices.
Experience with Adobe Software a plus; experience with photos, videos, and graphics a plus.
Ability to exercise tact and discretion in interactions with elected officials, department directors  and co-workers, outside contacts and the general public, and in handling confidential information.
Ability to work through projects in a collaborative environment.
Ability to exercise judgment, manage multiple tasks and deadlines, and work under deadline pressure.
Knowledge of current computer-based technologies used in communications.
Solid public speaking skills to make presentations to small and large groups.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s degree in journalism, marketing, communications, public relations or related field, and three (3) to five (5) years of experience in the social media and digital communications field, including graphics and content creation, writing experience, strategic communications or marketing experience. Prefer some municipal government experience; prefer some journalism background. Any equivalent combination of education and experience may be considered.

SPECIAL REQUIREMENTS
	
Strong writing ability and excellent spelling, grammar and proofreading skills.
Strong experience in social media, web and digital strategy, campaigns and techniques.
Excellent oral communication skills.
Experience working in a collaborative environment.
Proficiency with MS Office, Adobe and Social Media applications.
Ability to work evening and weekend hours.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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