



NATIONAL ASSOCIATION OF REALTORS®
social media manager
Job Title: Social Media Manager



Department: Marketing & Communications
Status: F/T or P/T (specify when possible)
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
The Social Media Manager’s primary responsibility is to frequently monitor and update association’s social media accounts on Facebook, Twitter, Youtube, and Instagram.
ESSENTIAL FUNCTIONS:
The Social Media Manager shall:

1. Plan the association’s monthly social media calendar in collaboration with the rest of the association’s marketing and communications team
2. Frequently – at least 3x daily on weekdays and 1x daily on weekends and holidays – post timely content to association’s social media accounts
3. Timely respond to requests for information, comments, and other feedback posted on association’s social media accounts
4. Immediately report any inappropriate and/or worrisome feedback on association’s social media accounts to [specify staff person Social Media Manager reports to] and take action to remove, delete, or otherwise respond, as determined by [specify staff person Social Media Manager reports to]
5. Repost relevant content from state and national association and other industry resouces
6. Curate content from industry resources
7. Perform other tasks as determined by association Chief Staff Executive (CSE) and [specify staff person Social Media Manager reports to]
QUALIFICATIONS:
Successful candidate will have:

· Bachelor’s degree preferred

· Minimum 2 years related experience

· Strong written and oral communication skills 
· Graphic design, layout, editing, and proofreading skills

· Basic understanding of web design, html, CSS, and content management systems (knowledge of programs such as WordPress or Drupel)
· Excellent customer service skills; team player

· Candidates should submit a body of media along with resume and references.
WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Ability to stand or sit while maintaining alertness for several hours at a time.

3. Position may require bending, leaning, kneeling, and walking.

4. Ability to speak concisely and effectively communicate.

5. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

