
 
 

A JOB DESCRIPTION & POSTING 

Digital Media Coordinator 

Organization: The mission of Jewish Federation & Family Services (JFFS) is to care for people in need 

and strengthen Jewish community in Orange County, Israel, and around the world.  

 

The many programs and services of JFFS benefit the Jewish community as well as people 

of all faiths, ethnicities and ages in Orange County. 

 

Position:   Digital Media Coordinator 

 

Supervisor:  Director, Marketing 

 

Job Summary:  We are looking for an exceptionally talented and motivated individual to join our 
Marketing Department as a Digital Media Coordinator. 

 
The Digital Media Coordinator will increase engagement and followers on various social 
media platforms. He/she should have a solid understanding of how all social media 
channels work and how to optimize content so that it is engaging on those channels. 
He/she will be responsible for joining relevant conversations on behalf of JFFS and 
providing support to the Orange County’s Jewish community as well as current and 
prospective donors. The Digital Media Coordinator should have excellent writing skills 
and should be able to speak to variety of different audiences within the Jewish 
community. 

 
In addition to the social media responsibilities, the Digital Media Coordinator is 
responsible for coordinating the flow of email communications. Responsibilities include 
creating email content and coordinating the strategies that will raise the level of 
community/donor communication, acquisition & retention. The Digital Media 
Coordinator will facilitate the execution of email campaigns, ensuring they’re conducted 
in a way that aligns with best practices, and integrates with existing & future campaign 
management tools.  
 

 

Job Functions and Duties (including, but not limited to): 

 

Social media: 

 Build and execute social media strategy through competitive research, platform 
determination, benchmarking, messaging and audience identification 



 

 

 Generate, edit, publish and share daily content that builds meaningful connections and 
encourages community members to take action 

 Set up and optimize company pages within each platform to increase the visibility of the 
organization’s social content 

 Moderate all user-generated content  

 Create editorial calendars and syndication schedules 

 Create social media campaigns and strategies, including budget planning, content 
ideation, and implementation schedules 
 

 Ensure brand consistency in all marketing communication 
 

 Capture and analyze the appropriate social data/metrics. Use this information to create 
comprehensive reports and improve future marketing strategies and campaigns. 
Analyze campaigns and translate data into recommendations and plans for revising 
social media, content marketing, and social advertising campaigns. Report social media 
monthly progress to the Marketing Director. 

 Expand social media presence on all relevant social channels with a view to amplifying 
the brand awareness 
 

 Manage efforts in building online reviews and reputation. Monitor online reviews and 
respond to each review 
 

 Coordinate calendar with supporting social media promotions and ad buys 

Writing: 

 Write clear, persuasive marketing copy that meets both promotional and brand 

objectives, assuring consistent quality and tone 

 

 Create and distribute engaging written content in the form of e-newsletters, web page 

and blog content, and social media messages  

 

 Work with the marketing team to write/proofread JFFS marketing material, including 

social media, web content, & emails 

Email: 

 Ensure email structure and content is compelling, accurate and on brand 
 

 Monitor and analyze results and provide insights and recommendations to improve 
email performance  
 



 

 

 Maintain the marketing content calendar for all JFFS emails 
 

 Produce and coordinate monthly emails. Responsibilities include creating email content 
and coordinating the strategies that will raise the level of donor communication, 
acquisition & retention 
 

 Constantly review best practices to improve all email communications and deliverability 

 

 Pull accurate lists, partnering with the Data team on segmentation and testing, to 

deploy emails that meet the business goals and email best practices 
 

Knowledge, Skills & Abilities: 

 3+ years of working experience in social media marketing  
 

 1+ years of working experience history in e-mail marketing and development 
 

 Excellent writing skills and proofreading skills 

 Demonstrable social networking and social media analytics tools knowledge 

 Knowledge of online marketing and experience with Google AdWords and Google 
Analytics tools 

 Positive attitude, detail and community oriented with good multitasking and 
organizational ability 

 Fluency in English 

 BS in Communications, Marketing, Business, New Media or Public Relations 

 Understanding of Jewish customs and traditions is a plus 

 Editing (photo/video) skill is a plus 

 Knowledge of SEO and web traffic metrics is a plus 

 Basic technical knowledge of HTML and web publishing is a plus 

 
Benefits:  

 This is a full-time position    

 JFFS provides a comprehensive benefits package  

No phone calls please. Please e-mail resume and cover letter to Bella@JFFS.org. Only qualified applicants will 

be contacted. To learn more about our vibrant community, visit www.JewishOC.org. 

http://www.jewishoc.org/

