
Marketing Writer & Social Media Coordinator  
This position is: OPEN 

  

Job Number: 711 Posted: 6/22/2022     Revised:    Location: St. Davids -- Posting Type: Staff  

Position Summary 
 
The Marketing Writer & Social Media Coordinator is responsible for producing engaging, 
compelling written and visual content for Marketing & Communications purposes. Reporting to 
the Assistant Director for Visual & Social Media, this position is part of a dynamic, energetic, 
and creative Marketing & Communications team that supports all areas of Eastern University. 
The selected individual should be a creative self-starter with a passion for excellence and strong 
attention to detail. 

Responsibilities 

Position Responsibilities 

 Create, manage and post regular content and messaging for all official University social 
media channels. Respond to comments as required and report any problems or negative 
social interactions immediately. 

 Coordinate content on social media sites that ensures a consistent message to the various 
publics that corresponds with the brand and mission of the University. 

 Stay up to date with social media trends and current best practices. 
 Track and report social media analytics as required. 
 Demonstrate excellent judgment in determining content for posting. 
 Assist other areas of the University in their social media efforts by overseeing accounts in 

various departments and colleges within the University. 

 Communicate by phone, in person, via email and in writing with people at all levels of the 
University. Occasionally attend meetings as part of the Marketing team with individuals and 
departments to discuss their social media needs and requests. 

 Work with minimal supervision as a member of the creative team in a fast-paced Marketing 
environment. 

 Communicate and collaborate with student workers and volunteers who assist in generating 
social media content. 

 Embody values of caring and compassion, justice and integrity, competence and affirmation. 

 Seek to treat each member of the campus community with fairness, dignity and respect, 
seeking a spirit of unity and harmony as we join together to achieve our common mission. 
Writing/Editing: 

 Writes regularly, including press releases, print brochures, social ads, radio and video 
scripts. 

 Proofreads and edits copy with a strong sense of what makes content compelling 
 Assists with the creation and editing of EASTERN magazine. 
 Photo/Video: 
 Assists with video and photo shoots as needed 

 

Qualifications 

 Bachelor’s degree or 3-5 years of relevant work experience required from an accredited 

college or university. 



 Experience in marketing and communications preferred. 

 Experience in higher education marketing preferred. 

 Good organizational skills and attention to detail; ability to meet deadlines while 

coordinating multiple projects and tasks. 

 Demonstrated commitment to diversity. 

 Ability to work collaboratively and creatively in a fast-paced environment 

 
About Eastern University 

Eastern University is a Christian university of the arts and sciences that integrates faith, reason 
and justice for students in its undergraduate, graduate, Seminary, urban, professional and 
international programs. Applicants should have a religious commitment compatible 
with its mission and be willing to support the mission and vision of the 
university.  The university complies with federal and state guidelines of nondiscrimination in 
employment; members of protected classes encouraged to apply. 

Background Checks 
 
Standard University employees are required to complete the background clearance process. 

Employment is contingent upon the successful results of an employment background screening. 

The employment background screening may include but is not limited to your consumer credit 

history (for positions that work with the university finances or alumni funds only), verification of 

education and professional credentials, criminal history, driving history, residency, immigration 

status, performance, references, and other qualities pertinent to your qualifications for the 

following position. 

 

Youth Clearances are required for positions with direct contact with children and essential 

personnel positions. Employees working with or around minor age children are required to 

complete the youth clearance process which includes the following four child protection 

clearances:  

  

1)      Affidavit; 
2)      FBI Criminal Record Check;  
3)      Pennsylvania Department of Human Services Child Abuse History Clearance and;  
4)      Pennsylvania State Police Criminal Record Check.  
 
In accordance with state laws, Act 73 of 2007, Act 153 of 2014, Act 168 (relating to the Child 

Protective Services Law), school employees of Eastern University who will have "direct contact 

with children" must complete the background check process prior to employment.  Results must 

be submitted within ten days of receipt. 

 
 
Description Disclaimer 

This description is intended to describe the general level and nature of work performed by the 
person/people assigned to this position. It is not to be construed as an exhaustive list of duties 
and responsibilities of the person/people so assigned. 

 


