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Position Title: Social Media Manager

Team: Director of Marketing, Social Media Manager, Content Creator/Graphic
Designer

Reports to: Director of Marketing

General Summary: The Social Media Manager is responsible for maintaining and
promoting the positive profile of the Sorority online, through various digital
platforms. This position supports the sorority’'s goals by fostering engagement,
increasing visibility, and preserving the integrity of our brand and values across social
media.

Principle Duties, Responsibilities, and Other Job-Related Information:

Content Creation and Scheduling

e Maintain national social media platforms; Instagram, Facebook, TikTok,
LinkedIn

e Design, write captions, and post engaging content for platforms including
Instagram, TikTok, Facebook, and others as determined by NBOD.

e Plan content around important Sorority dates, events, national observances,
philanthropic initiatives, member highlights, and more.

e Create monthly and/or weekly social media calendars.

Brand Management
e Ensure all content aligns with the sorority’s mission, values, and national
branding guidelines.
e Monitor posts and comments to uphold a positive and inclusive online
reputation.

Engagement & Growth
e Actively engage with followers through comments, messages, stories, and

reposts.
e Collaborate with sorority chapters, community partners, and other greek

organizations when possible.
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Analytics & Reporting

Track engagement metrics and provide monthly reports to DOM.
Recommend strategies for growth based on data and performance trends.

Photography & Media

Attend key events to capture photos/videos or coordinate with designated
members to gather media content.
Maintain a media library of past content.

Collaboration

Work closely with the Marketing team, Conference Committee, NBOD, and
other relevant positions.

Support sorority campaigns, initiatives, and any other national social media
efforts.

Position Requirements (Minimum Knowledge, Skills, and Abilities Required):

Strong knowledge of social media platforms, trends, and basic content design
(Canva, Adobe, etc.).

Ability to write clearly and appropriately for public audiences.

Graphic design, photography, and/or video editing experience is a plus.
Responsible, creative, and self-motivated.

At least 1 years post bachelor’'s degree attainment preferred

2 years of marketing/social media experience preferred (sorority or
professional)

Degree in technology or creative services and/or comparable work experience
National Conference attendance required

Position Benefits:

Enhanced work-product portfolio for use in professional career advancement
Development and refinement of skills in the areas of social media
management and marketing, design, and strategic planning

Development and refinement of key transferable skills such as time
management, and cross-collaborations

At the conclusion of service, the successful applicant may solicit a Letter of
Recommendation or Reference from the Director of Marketing for use in
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professional career advancement.

Time Commitment:

Approx. 4—6 hours per week, depending on events and content planning.
Availability during key sorority events for live coverage or media collection.
Monthly meetings with the Director of Marketing, and/or NBOD (or as
needed).

Please Note: If the Content Creator & Graphic Designer position is not filled, the
Social Media Manager will be expected to take on those responsibilities. This will
increase the weekly time commitment accordingly.

Sorority Incentives:
All supporting NBOD positions will be required to pay alumnae dues by June 15th.
This specific position will be eligible for a 75% reimbursement at the close of the fiscal
year (May 3lst) upon meeting the following expectations in addition to the role
description:
Attendance at 50% of NBOD meetings in person or virtual
Attendance at National Conference
100% monthly reporting
Maintain and return any sorority-issued equipment
Agree to the following:

o NBOD Expectations, Responsibilities and Duties

o NBOD Code of Ethics Contract

o Non-Disclosure Agreement



