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Social Media Community Manager and Editor
Job Description


US 
We are the National Marine Educators Association (NMEA) - a dedicated, influential member-based organization of classroom teachers, informal educators, university professors, and others from around the world working together to advance the understanding and protection of our freshwater and marine ecosystems.  NMEA is a national organization powered by 17 individual, regional chapters who provide the on-the-ground efforts that support and promote national initiatives such as climate and ocean literacy. NMEA recently inspired the creation of the European Marine Science Educators Association and collaborates regularly with similar associations based in Australia, Japan and beyond.  

NMEA is undergoing a transition to more effectively leverage the potential available in the digital realm. We have an active, engaged volunteer Board that is looking for a creative, entrepreneurial-minded person to lead us into the next phase. 

NMEA has a 41-year history and we host fantastic conferences annually that rotate locations around the U.S. We’ve got amazing sources of content – from scientists working at sea to students studying underwater archeology in the Great Lakes – we just need someone to coordinate what, how, where, and when we post, tweet, and share.  We have a vibrant face-to-face community but we are now looking forward to growing our online community and encouraging followers, when appropriate, to join our association. We genuinely enjoy working together and are looking for a great person to add to our dynamic team.   


YOU 
You have experience in social media, digital marketing, and website content management and have an interest in (or even a passion for!) positively influencing the future of our lakes, rivers, estuaries and ocean. You have the ability to communicate with people from all backgrounds and feel at home working remotely with people from all over the world. You are an intuitive listener and can connect with individuals or the community as a whole as needed.  You work diligently to get to know the talent and expertise available within an organization and leverage them accordingly to support both the national organization and its network of chapters.  

You love looking at individual community member questions, issues, and suggestions and figuring out how they connect in order to create better solutions, opportunities and conversations that benefit the community. You thrive in a situation with many moving parts and recognize that community management is not a list of tasks and to-dos, but instead a multitude of organic and ongoing relationships. You can work independently as well as in a team environment. You are creative and visionary but understand the importance of assessment and measurement. You know how to keep the community happy by keeping the right people in the loop.  

You are excited about making this job description your own. You can't wait to meet the people in the classrooms, on the boats, out in the field, and in Washington, D.C. who are directly making an impact to advance the understanding of the sea. You are already looking at our existing social media profile and thinking how you can continue its success and make it even better…if this sounds like you, we would love to hear from you!   

Responsibilities include: 
· Serve as an editor and coach for NMEA and Chapter representatives who will be creating content for social media channels
· Develop relevant, compelling content (blog posts, tweets, Facebook posts, and more on chosen channels) as needed to generate interest and invite conversation 
· Work with NMEA’s Communications Pod (Social Media, Technology, Publications and Outreach/Marketing) to leverage their expertise and ideas to maximize the reach and influence of NMEA and Chapters
· Design and implement a social media strategy with input and assistance from NMEA’s Social Media Committee
· Maintain a monthly editorial calendar
· Keep the NMEA homepage fresh and updated with timely blog posts, announcements, and event information
· Publish a quarterly e-newsletter that highlights pertinent news and announcements that may be of interest to members and subscribers, and encourages them to visit the NMEA website and engage with the organization's social channels
· Update an active job/internship/professional development board with relevant opportunities weekly
· Establish and train NMEA Board members and others, as determined by the Board, in messaging parameters as appropriate for social media channels
· Proactively listen to and connect with individual community members 
· Serve as the liaison between NMEA and the community to the website software provider around tech requests, issues, and crowd-sourced questions
· Identify community thresholds for content and conversation 
· Develop long-term community goals and translate them into day-to-day communications, work plans and action items 
· Develop and monitor Key Performance Indicators in accordance with NMEA’s digital and business goals
· Develop clear monthly metrics reports; include recommendations 
· Work with NMEA leadership to maintain crisis management plans for the organization; train appropriate people to implement plan 
· Identify and analyze issues, patterns and trends in community activity and growth 
· Identify core users in the community and develop them into ambassadors, champions and advocates 
· Align targets with business goals of the organization 
· Monitor social media channels and respond as necessary as soon as possible during normal business hours and within 12 hours outside of normal business hours
· Continue brand tone of voice and personality for NMEA  


Required skills: 
· Bachelor's degree 
· 3-4 years experience in social media 
· Broad level experience with social media analytics and reporting tools (such as Facebook Insights, Google Analytics, etc.) 
· Excellent communicator in a variety of formats: written, spoken, in person, online, one-on-one and within a group
· Comfortable using a wide variety of web and digital editing tools, including content management systems, image editors, and e-newsletter platforms
· Seasoned facilitator / presenter 
· Strong understanding of multiple sectors (i.e. non-profit, private, government) 
· Meticulous attention to detail 
· Ability to juggle multiple projects and manage short timelines without losing site of the big picture 
· Willingness to travel (10%) 
· Good sense of humor  

Location: Flexible	
Type: Freelance/contract comparable to part time employment time comitment	
Reports to: NMEA President’s Chain (President, Past-President, and President-Elect) 

[bookmark: _GoBack]To Apply: Qualified candidates should submit a cover letter, a resume detailing qualifications and relevant experience and three references with contact information to the NMEA National Office at: nmea@marine-ed.org by November 1, 2017. Please include “Social Media Community Manager and Editor Position” in the subject line of the email.
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