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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  MEDIA SPECIALIST
I. POLICY

1.00  
GENERAL STATEMENT

1.01 Position Scope

a. The Media Specialist is responsible for reinforcing Allen’s strategic messaging through the organization, formatting, and publishing of written and visual communications for electronic distribution.
b. The Media Specialist will participate in the formation of general college policies as a member of the Student Affairs Division and through assignment on Standing Institutional Committees.

2.00  
SPECIFIC STATEMENTS

2.01
Position Function and Category

a. Reporting Relationship:

Director of Admissions/Marketing

b. Function/Category of Position:
Student Affairs

c. Length of Contract:

12 month (annual contract)
d. Salary Category:


III
2.02 
Supervision
a. Supervision Received:
The Media Specialist reports directly to the Director of Admissions/ Marketing

2.03 
 Key Areas of Responsibility

a. Conceptualize and manage content flow of electronic communications.

b. Monitor the progress of editorial projects, coordinating graphical elements for stories including photo, video, and infographics.

c. Schedule editorial assignments within campus departments, write and edit stories, and track production schedules.

d. Schedule and create social media posts for the College and designated departments on Twitter, Instagram, Facebook, and LinkedIn, as well as track metrics with each post.

e. Attend campus events to take pictures and/or video to be used for newsfeeds, social media posts, etc.

f. Assist the Graphic Designer with storage/archiving of all photos and videos to the college photo library.

g. Educate students and employees on the Allen Community College Social Media Standards and the Kansas Board of Regents Policy on Social Media.

h. Assist in monitoring Allen-related social media for appropriate use of the college’s name, logos, and profile images.

i. Assume duties as assigned by the Director of Admissions and Marketing.
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