
 

 

 

VACANCY NOTICE        DATE:  09/17/19 

 

Social Media Coordinator 

Rhode Island PBS Foundation 

WSBE-TV/DT 

 

 

APPLICATION PERIOD:  All resumes must be received or postmarked on or before October 9, 2019. 

 

DUTIES & RESPONSIBILITIES:   SEE ATTACHED POSITION DESCRIPTION 

 

APPLICATIONS:   A current resume including education and work experience is acceptable as an 

application.  Please indicate the position for which you are applying.  Please 

deliver, mail or email (NO PHONE CALLS, PLEASE) 

  to:  

 MARY-CATHERINE ARMSTRONG 

 DIRECTOR OF FINANCE AND ADMINISTRATION 

 RHODE ISALND PBS FOUNDATION 

 50 PARK LANE 

 PROVIDENCE, RI 02907-3145 

 Fax: 401-222-3407 

 mcarmstrong@ripbs.org 

 

 

 

RHODE ISLAND PBS FOUNDATION IS AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 

 



Position:  Social Media Coordinator 

Reports to:  Director of Public Information 

Supervises: None 

Exempt / Non Exempt:    Exempt - Professional 

Basic Function:  The Social Media Coordinator maintains the Station’s social media accounts, and supports 
initiatives that enhance online audience engagement, online content viewership, and provide a positive experience 
for Rhode Island PBS members and the public.   

Specific Duties (including but not limited to): 

 Coordinate assigned social media accounts (e.g. Facebook, Twitter, Instagram, YouTube, LinkedIn) 

 Coordinate digital files and promotion assets for the PBS | Passport portal (or similar online streaming 

CMS) 

 Source assets needed for social media and digital channels, including copy, photography, and video  

 Write, edit, and proofread content for social media and website as needed 

 Develop promotion campaigns and implement strategies across social media channels  

 Coordinate social media ad campaigns including budgets and forecasting ROI 

 Establish metrics and track social media initiatives to measure traffic, trends, effectiveness, and other results  

 Compile and analyze reports on campaign performance across social media channels  

 Manage ongoing social media community relationships  

 Other duties as assigned  

Education / Experience / Qualifications: 

 A relevant degree in Communications or Marketing  

 At least 3 years’ experience in a social media-focused role, preferably within a marketing department  

 Experience managing campaigns for Facebook, Instagram, and LinkedIn across paid and organic strategies  

 Experience establishing, managing and growing social media communities  

 Experience working to budget and reporting on activity and ROI  

 Intermediate proficiency in Adobe Creative Suite (portfolio welcome) 

 Excellent oral and written communication skills (600-word writing sample is required)  

 High attention to detail 

 Well-developed time management skills  

 Proficient in Microsoft Office Suite (Word, Excel, PowerPoint) 

 Experience with Hootsuite or comparable scheduling software, and Constant Contact email software 

preferred; photography experience a plus 

 

Additional Requirements: 

 Occasional evening and weekend work for special events 

 Valid driver’s license 

 A writing sample of 500-600 words (equivalent to one single-spaced page). The topic is the candidate’s 

choice, or the candidate may choose to write about this topic:  

  Share your memory of a favorite PBS program or character and how it affected you. 

  

 


