
JOB DESCRIPTION 
Social Media Specialist

 

POSITION SUMMARY:  

Coastal Connections, Inc. is a 501(c)(3) nonprofit organization dedicated to protecting 
coastal habitats for sea turtle survival by educating and connecting people to the 
environment. CCinc has chosen to solicit work from a professional communicator or 
media company to create and tell the story of our mission, impact, and opportunities to 
see sea turtles in Indian River County,  all to grow our followers and generate a positive 
feedback loop that attracts visitors to our area. This is a hybrid position with 
in-person/virtual and field/office needs and responsibilities.  

SALARY:  $30/Hour for an average of 15 Hours/Week - 1099 Contractor 

EMPLOYMENT PERIOD: October 1, 2026 - September 30, 2027 

WORK ENVIRONMENT: “HYBRID” The work environment characteristics 

described here are representative of those staff may encounter while performing 
essential functions of this job. Staff should foster and sustain this environment for other 
persons performing services for the organization.  

❏​ The “Office” is not one single location, but all areas in which administrative business, 

program operations, and community networking occur; 

❏​ Positively interacts with external partners and other project personnel, creating a 

motivational and family-like workspace; 

❏​ Willingly jumps in to help with others' projects when needed to support the mission and 

success of the organization. 

DUTIES AND RESPONSIBILITIES: 

GENERAL 
❏​ Create a social media strategy to enhance local sea turtle conservation, promote 

summertime sea turtle experiences, and highlight the positive feedback loop of 
sustainability programs that beautify our beachside community that guests want to 
visit. 

 



 
❏​ Tell the story of our impact through digital media marketing and communications 

on social media, where the viewer creates emotions around our content.  
❏​ Professionally engage and coordinate with program staff. 
❏​ Dedicate time weekly in the office with staff to assist with post planning, content 

collection, content ideation, and posting strategy. 
❏​ Please Note: All content created for this campaign will be available to other tourism 

partners in Indian River County for promotional purposes. 

SPECIFIC 

Content Management and Collection 
 
❏​ Help staff organize CCinc’s Photo Library and Social Media folders in Google Drive. 
❏​ Assigned to big picture posts, beautification/tourism posts, educational series, 

trends, and storytelling opportunities on the monthly posting calendar. 
❏​ Edit photos and videos for assigned posts/stories/reels to fit CCinc’s Brand and 

Goals. Work with staff to teach/train how to do similar work for any post they are 
assigned to. 

❏​ Collect media material to generate content from events or programs as available. If 
not available, provide clear instructions for other staff/interns/volunteers to 
collect quality content for later use or scheduled posts. 

❏​ Track and suggest trends. Help generate content for these trends. 
❏​ Track analytics and insights monthly for longterm performance comparisons 

❏​ Increase total followers by 25%   
❏​ Retain followers by 95% 
❏​ Increase engagement on published content by 25% 

 
Social Media Specialized Consulting 

 
❏​ Stay up to date with all Meta platform requirements and updates to unlock the 

“algorithm” for engagement 
❏​ Provide support for any Meta-related account concerns 
❏​ Help troubleshoot and prevent spam, phishing, and hacking of accounts.  
❏​ Provide team training on phishing and hacking as needed, a minimum of once per 

year. 
 

This individual should perform other duties as assigned by the Executive Director. 

LEADERSHIP TREE:  
The Social Media Specialist will work cooperatively with all Program Coordinators, but 
will report directly to the Executive Director.  



 

QUALIFICATIONS:   
To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill 

and/or ability required to perform duties and responsibilities. 

 

EXPERIENCE  AND EQUIPMENT 

❏​ Required Education -  Undergraduate degree from an accredited college/university 
in an applicable degree. This can only be waived when the candidate's years of 
experience exceed the minimum requirements below.  

❏​ Required Experience - A minimum of 2 years of experience working with 
nonprofits, and have an understanding and willingness to work with the 
non-standard schedule of nature of mission-based work.   

❏​ Required Equipment - Must supply all technical equipment needed to collect, edit, 
and store content for social media and marketing use. Extra supplies may be 
provided as needed to support or enhance equipment provided by the contractor. 

 

SKILLS AND ABILITIES 

❏​ Proven organizational skills 
❏​ Ability to effectively communicate with other team members of varying degrees 
❏​ Proficient video and image editing skills 
❏​ Proficient in Microsoft Office and Google Suite. Experience with Slack on both a 

desktop and mobile version is highly preferred 
❏​ Self-starter used to working independently and within teams 

 
CERTIFICATIONS AND PERMITS 
❏​ Valid Driver's License 
❏​ Valid Auto Insurance 

APPLY: 
To apply, email kendra@coastal-connections.org with subject line “Social Media 
Specialist”. The materials that should be included in this email are as listed below: 

-​ A short cover letter explaining 
-​ Your approach to working in a team environment 
-​ Availability for capturing content 
-​ Description or summary of your experience 
-​ The project that you are most proud of 

-​ Your CV/Resume  
-​ A link to a portfolio/examples of your work 

mailto:kendra@coastal-connections.org


 

 

ACKNOWLEDGEMENT & VERBAL REVIEW:  
I have read and understand this job description and fully understand the requirements set 

forth herein.  I hereby accept the position of Social Media Specialist 

and agree to abide by the requirements set forth and to perform all duties and 

responsibilities to the best of my ability.  I understand that my employment is at-will, and 

that this job description does not constitute an employment contract.  

 
 
____________________________________​ ​ ______________​  
Applicant Signature​ ​ ​ ​ ​ ​ Date 
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