
JOB DESCRIPTION: Remote Web & Social Media Specialist (Full-Time)

Status: Full time

Pay Rate: Starts at $55k. Raises are based on performance.

Office Location: 100% Virtual - Work from anywhere in the U.S. Hours are either 8am-4:30pm

pacific or we’ll work with you to establish comparable hours in your local time.

About Government Social Media LLC
We are a small, energetic company making stronger communities across the United States by supporting

the professionals who communicate critical information with the public. We organize the Government

Social Media Conference and the Social for Safety Conference, operate a professional association and run

online and on-site training. We get to work directly with the public sector teams at social networks like

Facebook, Twitter, TikTok, LinkedIn and Nextdoor.

Position summary
The best way to describe this position is that you'll lead our social media program and manage our

websites as someone who is passionate about delivering a satisfying digital experience to others. You

understand how social media, websites and SEO work together in balance, and you want to be an

important part of the company you work for!

What you’ll do any given day
Here's a rundown of what you might be working on any given day.

50% social media management

You’ll lead our social media presence by crafting strategies, managing campaigns, creating daily content

and interacting with our online community of government communicators. You’ll be our social media

subject matter expert and will help us keep strong relationships with representatives at major social

networks.

● Manage our social media program and integrate social within our overall editorial calendar.

● Serve as a subject matter expert in social media and research industry and platform-related

topics. Advise us on best practices to follow ourselves and incorporate into our training and more.

● Develop social media content for our brands, including original content and curating stories from

our community

● Manage our Facebook group, including moderating, reviewing access requests, publishing

content and interacting with group members

50% website management

More than just a content contributor, you’ll champion our web presence via CMS-based sites. You’ll

relentlessly focus on user experience by creating webpages that are responsive, accessible and

user-friendly. WordPress experience is a must, and we also currently use other CMS tools such as Kajabi

and Mighty Networks (experience in those not necessary).

● Own our websites by keeping them updated, keeping links functioning and content timely.

● Design webpages via drag & drop CMS editors, keeping a clean, consistent interface for end users.

● Manage our online shopping cart, payment processor integration and virtual products.

● Manage our use of Zapier to integrate our web services and apps together to lean on the benefits

of automation.
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● Understand web accessibility and strive to maintain compliant sites.

● Build public-facing online forms using drag & drop form tools

● Help troubleshoot & resolve any issues, working with 3rd party technical support via live chat and

support tickets for assistance.

● Leading up to and during events, help manage livestreams, interface with venue A/V and support

the event website.

Who you’ll work with
If your background is from the world of government communication, you may be used to being the ENTIRE

communications team for your agency. While there are many moving parts to the Web & Social Media

Specialist position, the nice part is that you get to work with a great team who supports each other. Our

content manager is the lead writer who oversees our editorial calendar and contributes pieces for our

blog, website, and newsletter. Our digital marketing specialist handles email newsletters, landing pages,

slide decks, social media ads and supports the creation of web graphics via Canva.

About our voice & style
The right person will be very comfortable with developing our social media voice by balancing: humor,

empathy, education, candor, encouragement and plain language. We are an authority in the field

responsible for elevating the status of the professional social media manager, educating on best practices

and helping the community connect with each other. We pride ourselves on the use of plain language,

white space, impactful images and a consistent brand color palette. Our style is clean, modern, simple, lots

of white space, clear headings and smart blocks of text.

Qualifications & skills
We're looking for an experienced professional and this is not an entry level position. Here are some of the

requirements for this role.

● At least 3 years of professional work experience in positions involving social media and website

management

● Experience working with WordPress websites and plugins

● Experience handling social media for a brand or government agency

● Ability to share examples of your work (links to your professional social media posts and websites

you’ve built or maintained)

● Familiarity with web industry best-practices, such as wireframing and user experience

● Government or other public sector experience is a strong plus

● Great written, interpersonal and team communication skills

● Excellent computer skills and ability to work via a MacBook Pro

● Ability to occasionally travel for work when required, usually a couple times per year. Must be

able to attend GSMCON2022 in March 2022.

Personality & who will love this job
Here's more about the type of person we think will feel at home with us. If these qualities speak to you,

you just might be the person we're looking for!

● You might label yourself as an overachiever. You work hard because you like doing things right

and you are confident in yourself. You enjoy learning new things and figuring out solutions.

● You believe that details matter. You agree that a few pixels, language choice, color palette, button

placement, naming conventions and more can have a big impact on user experience — and, you

care.
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● You get our company, what we do, why we do it and how what we do has an impact on

communities across America.

● You're smart and you have a sense of great pride in your work. If you don't give a task your all, it

just doesn't feel right.

● You have an impeccable level of friendly, positive customer service at all times. We're big on

email etiquette here.

● You're on time to work and to meetings because you respect your co-workers and you take pride

in what you do.

● You're a positive person with a sense of humor, because we enjoy each other and having a good

laugh.

Benefits & perks
● 100% virtual position.

● Four o’clock Fridays mean we get out early (when possible) to start our weekend.

● 60% employer-paid medical premiums for the employee (currently United Healthcare coverage).

Family plan is available.

● 100% employer-paid dental and vision premiums for the employee

● 15 paid Holidays per year for full-time employees (New Year’s Eve & Day, MLK Day, President’s

Day, Memorial Day, Independence Day, Labor Day, Nevada Day, Veterans Day, Thanksgiving &

Family Day, the day before Christmas Eve, Christmas Eve & Day, the day after Christmas). If a

holiday falls on a weekend, it will be observed on Friday or Monday.

● Paid twice monthly on 5th and 20th via direct deposit

● 10 days annual vacation, accrued each pay period

● 8 days annual sick leave, accrued each pay period

● Use of a nice MacBook Pro

How to apply

If this job was made for you, please visit https://www.governmentsocialmedia.com/jobs to download our

job application and email jobs@governmentsocialmedia.com with your cover letter, resume, application

and please include a PDF portfolio (examples of your work), or a link to your online portfolio.
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