Omega Phi Alpha – Position Description

Title: Social Media Coordinator
General Purpose of Position:

The Social Media Coordinator is responsible for executing social media content used for official sorority communication, marketing and public relations strategies.
Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Communications
Accountable to:
VP Communications
Support from:
VP Communications

Works with:
NEB; Website, Marketing, Public Relations coordinators
Term of Service:
1 year
Time Commitment: 
5-10 hours per week
Required Qualifications:  
· Any active or alumna member of Omega Phi Alpha may serve in a national appointed position.

Preferred Knowledge/Abilities/Experiences:

· Solid knowledge and experience with a variety of current social media platforms
· Excellent verbal and written communication skills
· Knowledge of Omega Phi Alpha’s policies and programs
· Awareness of marketing strategy and brand compliance
Duties and Responsibilities:

· Submit regular progress reports and analytics to the VP Communications 
· Collaborate with Website, Public Relations, Marketing and Chevron team on consistent messaging and visuals per branding guidelines and editorial style

· Daily oversight, maintenance and management of official sorority social media platforms including but not limited to Facebook, Twitter, Instagram, Pinterest, LinkedIn, SnapChat, Periscope, and others
· Provide timely, regular and relevant posts to these social media platforms per national communications calendar
· Research, recommend and implement new social media accounts and strategies
· Monitor non-National sites, groups and platforms for inappropriate content and adherence to OPA social media and privacy policies; report inappropriate content to VP Communications

Convention/ Midyear Attendance required?  No/No
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