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Position Title:  Social Media & Marketing Representative 

Reports To: Online Campus Dean, President  

Position Type: Exempt 

WC Code: 8868 

Position Type: Fourth Level Administrator 

 

Major Responsibilities: The Social Media/Marketing Representative will assist in development of 

client Social Media Marketing Plans. The individual will be responsible for create compelling 

and dynamic content that will build and sustain awareness about our educational institution using 

key social media sites such as Facebook, Twitter, YouTube and blogs. This person will work 

collaboratively with colleagues from across the organization to promote the goals, messages, 

image and awareness regarding our institution. Will also support the development, 

implementation and monitoring of social media campaigns across a number of platforms and will 

write and gather content for electronic publications, social media and blogs.  

Specific Duties and Responsibilities: 

1. Read, understand and comply with the University’s mission, the catalog, the University’s 

policies and procedures, the Staff Handbook and Institutional Effectiveness process. 

2. Respond to communications (e-mail/voice mail) on a daily basis. 

3. Based on the institutional policies, make recommendations, support and manage short and 

long range goals and objectives. 

4. Draft content for external communications, blogs and social networking platforms 

5. Contribute to and regularly update external social sites: such as Facebook, Twitter, 

YouTube, LinkedIn and other community sites. 

6. Create a comprehensive social media strategy to define programs that use social media 

marketing techniques to increase visibility, membership and traffic across FNU brand and 

Implement and manage social media programs. 

7. Monitor trends in social media tools, trends and applications and appropriately apply that 

knowledge to increasing the use of social media at FNU. 

8. Strategize with and educate the management team and others across the company on 

incorporating relevant social media techniques into the corporate culture and into all of the 

company’s products and services 

9. Measure the impact of social media on the overall marketing efforts. 

10. Must effectively communicate information and ideas in written and verbal format, and 

build and maintain relationships. 

11. Must create and maintain excellent relationships with al media venues (television, radio, 

print, digital, etc.)   

12. Will be developing flyers (press releases) to be sent to the media and other entities as 

needed. 

13. Develop content calendar for the social media sites. 

14. Execute the instructions given by the President or assignee. 
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15. Participate in the self-studies and committees conducted by the University. 

16. Support and participate in University Commencement Ceremonies. 

17. Performs other duties as assigned. 
 

 

This job description is intended to describe the general nature and level of work being performed 

by individuals assigned to this position.  It is not intended to be construed as an exhaustive list of 

all tasks, duties, skills and/or responsibilities required for this position in each Campus at all 

times.  Tasks, duties, skills and/or responsibilities may vary from individual to individual, 

campus to campus and over time, depending upon various factors.  These are general guidelines 

for this job position. 

 

If you would like to apply for this position, please click on the hyperlink below: 

https://workforcenow.adp.com/jobs/apply/posting.html?client=fnuedu 


