
Social Media Coordinator
Digital Space Marketing is a dynamic, fast-paced marketing agency with global reach and
impact. We provide high-value, high-impact services with a focus on quality client services
and experience.

Position Summary
The Social Media Coordinator will support our marketing coordinators, and executive team
with day-to-day activities including reporting, market research, administrative tasks, and
supporting the execution of marketing campaigns and strategy. The right candidate has
digital marketing experience, supported leaders and teams, is organized and flexible.
Technical skills in cross-channel content marketing and content optimization including text,
audio, video, image content, social media marketing, search marketing, and Wordpress is a
plus.

Candidate Profile
An excited candidate thrives in a fast-paced, collaborative and team environment. You are
motivated by helping clients achieve their vision to do the things that they are awesome at.
You take direction well, and offer insightful tips that can help improve the workflow for the
team. You are excellent in action; working efficiently under pressure and tight deadlines. You
understand standards and the importance of accountability of self and others. You love
being creative, and using technology to streamline processes and be more efficient. You are
organized, meet deadlines, and thrive in a fast-paced, multitasking environment.

Roles and Responsibilities
● Agency Leadership and Team Members Support

○ Support go-to market efforts that are managed by project team leads.
○ Assist team members with day-to-day marketing tasks and coordinate marketing

projects and activities.
○ Create ad-hoc and regular reporting for projects.
○ Provide administrative support for new client onboarding and project kickoffs.
○ Data entry and database management on an ongoing basis.

● Client Engagement & Management
○ Support marketing coordinator with obtaining client feedback and gathering

assets.



○ Complete basic website updates, copy edits, and customer requests within the
scope of their projects.

○ Manage, monitor, and execute social media, email, and event campaigns and
provide recaps to project leads.

● Workflow Management & Coordination
○ Assist with the production of artwork, sourcing images, print buying and checking

copy.
○ Manage, monitor, execute, and maintain advertising, marketing campaigns, and

branded items.
○ Produce clear and concise written correspondence in the form of letters and

emails.
○ Draft, publish, and move content through the approval process for social media,

blogs, and various content marketing efforts.

Skill Requirements
● Excellent writing, communication, and organizational skills.
● Some marketing or administrative experience at an agency or within a marketing

department supporting project leads and executives..
● Working knowledge of or experience with:  Facebook Business Manager, Google

MCC (My Client Center), Pinterest Ads, Twitter Ads, LinkedIn Ads, YouTube Ads,
and/or various other ad networks is a plus but not required.

● Adobe CC Suite: Photoshop, Indesign, Illustrator, Premiere, After Effects.
● Wordpress and basic HTML (is a plus but not required)
● Interpret analytics and troubleshoot web related technical issues is a plus.
● Social Media copywriting. Understanding of how to write based on brand voice, tone,

and style.

Additional Skills (not required)
● Digital Marketer Content Marketing Certification
● Digital Marketer Customer Value Optimization Certification
● Digital Marketer SEO Certification
● Digital Marketer Social Media Certification
● Digital Marketer Testing & Analytics Certification
● Hubspot Inbound Certification
● Any other industry recognized certifications and relevant experience.

Education and Experience Requirements
● Entry-level experience working for an agency or marketing department.
● Experience executing a marketing campaign with many different pieces from

beginning to end in a team environment.



Benefits and Salary
● Salary competitive based on proven experience and industry certifications.


