
 

Social Media Specialist   
Reports to: Communication Manager 
Classification: Contractor 
This is a contract position funded by a King County Grant ending Dec. 30, 2020.   
Seattle Southside Regional Tourism Authority (RTA)     

JOB SUMMARY:   

This is a contract position for 2020.  
 
The position performs professional-level analytical and technical work in developing and 
implementing communications and digital media outreach to support the RTA’s marketing and 
communications program.  This position requires advanced knowledge of the technical and 
analytical workings of social media and multimedia channels, traditional creative design and 
production, photography, and public relations materials. 
 
Responsibilities include the following: facilitate ongoing improvements to the RTA’s online 
platforms, which may include research, writing and editing communication materials for 
websites, social media platforms, e-mail newsletters, and video scripts; use a strategic 
framework to evaluate web and social content and usability; monitor user feedback; maintain 
CRM database media module; and track and report on social media analytics. 
 
This position must demonstrate the ability to exercise imagination, originality and invention, 
and drive production of content for digital channels, including video. This position will require 
a great deal of independent thinking. Position will possess a solid sense of initiative and drive 
with a bias towards action and passion for getting it right. 
 
Essential Functions:  

1. Manage Seattle Southside’s presence in social media channels:   
a. Utilize editorial calendar to draft and create content for social accounts.  
b. Create day-to-day postings of events and promotions.  
c. Monitor Seattle Southside’s social media accounts and conversations to promote 

events, promotions, cultural happenings and travel to Seattle Southside.   
d. Analyze effectiveness of posts and make recommendations for improvement as 

necessary. 
e. Identify, support creation of and post appropriate videos. 

2. Work across RTA departments to develop creative story ideas and gather relevant 
program and project information from staff for inclusion in social channels. Be able to 
adapt voice for different audiences. 



3. Draft, edit, proofread and update website content, newsletters and promotional materials. 
4. Oversee social media archiving and retrieval of records for public disclosure requests. 
5. Photograph and film Seattle Southside attractions, restaurants, events, and experiences 

for use on social media channels and website. 
6. Attend Seattle Southside events and post images, videos and live content to social media 

channels. 
7. Stay up to date on best practices and emerging trends in social. 
8. Maintain CRM media module by inputting all RTA produced and earned content.  
9. Perform other duties when needed. 
 

 Experience and Skills Required:  
1. Previous experience handling company social media profiles and campaigns. (i.e. 

Facebook, Twitter, Instagram, YouTube, Pinterest, LinkedIn, etc.). 
2. Personal experience with social media channels. 
3. Experience writing clear and interesting articles, social media posts and other 

educational and promotional materials. 
4. Ability to plan, organize and schedule work independently and maintain work 

effectiveness with frequent changes in workload and priority of assignments, and under 
pressure of deadlines. 

5. Ability and skill in using effective oral and verbal communication skills including 
grammar, spelling, punctuation and vocabulary. 

6. Work collaboratively in a team environment.   
7. Energetic self-starter with good interpersonal skills. 
8. Positive attitude, able to see and understand the big picture while remaining focused on 

completion of day-to-day details.   
9. Solid verbal and written communication skills. Strong knowledge of English grammar 

and business writing.  
10. Photography/editing experience (Digital SLR Camera, iPhone). 
11. Possess strong organizational skills and attention to detail.  
12. This position must possess and maintain a current, valid Driver License 

 
Preferred:   

1. Knowledge of Seattle Southside community and its tourism assets is desirable. 
2. Experience and understanding of social networking monitoring suite suppliers (e.g., 

Sprout Social, Hootsuite, etc.) highly desirable.   
3. Knowledge of website content management systems and ability to analyze data to 

produce desired outcomes 
4. Ability to be accountable for maintaining high, reliable quality standards while working 

on overlapping assignments in a team environment.  
5. Creative, diplomatic, proactive, and energetic personality. 
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