
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Social Media Coordinator (1x) 

Position Category  National Officer 
Dept: Marketing and Communication   
Staff Counterpart:  Director of Marketing and 
Communication  

Summary of the 
position  

The Social Media Coordinator is responsible for 
crafting engaging content for Tri Sigma’s social 
media platforms.  This position works across 
departments on projects to promote the 
organization through digital channels.  

Primary Duties 1. Help plan, implement, maintain and 
measure Tri Sigma’s social media 
strategy. 

2. Oversight of National content calendar for 
social media platforms and Tri Sigma blog.  

3. Work with design teams on creating graphic 
design elements to support the messaging. 

 

Secondary Duties 1. Pull analytics for Editorial/Content Planning 
Meetings. 

2. Correspond with Director of Marketing and 
Communications to ensure consistent 
messaging and accurate use of brand 
standards. 

3. Manage social media accounts in absence of 
primary manager. 

4. Keep the Director of Marketing and 
Communications informed about problems 



 

and any missed deadlines. 
5. Work with vendors to promote Tri Sigma 

merchandise. 
Expectations  Uphold Volunteer Expectations as outlined 

by the National Organization.   
 Express a three year commitment to the 

success of Marketing and Communication.   
 Commit 10+ hours each week to the 

position, with periodic calls with the 
Director of Marketing and Communications. 

Qualifications and 
Skills 

QUALIFICATIONS 

 Alumnae membership in Sigma Sigma 
Sigma.  

 Ability to check and respond to emails 
within 24 hours. 

 Be a positive advocate of Sigma Sigma 
Sigma 

 Must be a team player with a can-do 
attitude 

 Knowledge of social media platforms. 
 Bachelor's degree in a related field is 

desired.  
 Ability to solve intellectual problems 

using selection and applications of 
commonly used rules, procedures, and 
precedents. 

SKILLS 

 Experience maintain social media 



 

platforms to include Facebook and 
Twitter. 

 Ability to check social media sites daily.  
 Ability to develop relationships with 

teammates and staff. 
 Excellent communication skills with a 

proven ability to effectively interact with 
all levels of volunteers and/or staff.  

 Familiarity with Microsoft Office Suite 
and internet browsers desired. 

 Attention to detail. 
 Proactive. 

StrengthQuest 
strengths 

Achiever. Focus. Ideation. Relator. Learner. 
Positivity. Communicator. 

 


