
General Information: 
The information included in this section will not be included in the final Job Description (JD).  This 
is only captured within the template for internal reference and will be copied and pasted into the 
email sent to Sherrie Brown upon completion of the JD.  
 
Title: 
Content Creation & Community Management Analyst 
 
Number of Resources Requested: 
2 
 
Level: 
Junior, but not entry level (Experienced Associate/Senior Associate) 
 
Business reason for AC support (highlight one below): 

1. Staff augmentation 
2. Savings from not filling roles in the U.S.  
3. Building scale for our team through AC 
4. Using instead of Contractor 
5. Other:  

 
Estimated Coverage (in hours):  
45 hrs/week 
 
Time Zone Preference:  
1 resource with 4-6 hours overlap Eastern Standard Time +; 1 India Standard Time - no preference 
 
Basic Qualifications: 
 
Minimum Degree Required: 
High School Diploma 
 
Minimum Years of Experience: 
2 year(s) of roles involving communications measurement, analytics, digital marketing and/or 
technology. 
 
Preferred Fields of Study: Information Technology, Marketing, Advertising, Analytics 
 
Preferred Qualifications: 
 
Certification(s) Preferred:  
N/A 
 
Preferred Knowledge/Skills: 
Demonstrates extensive abilities and/or a proven record of success in the following areas: 



1. Demonstrating agility and comfort in working across a variety of digital communications 
software products, including content management systems, collaboration platforms, social 
media platforms, with the ability to coach others if needed;  

2. Helping to develop a social media strategy and leading the activation of that strategy, 
working within various platforms (Facebook, LinkedIn, Twitter, Instagram, TikTok,  etc.) to 
enhance the visibility of the Firm and its specialists; 

3. Contributing to the overall planning, creation, implementation, coordination and success of 
digital marketing campaign promotions; 

4. Conducting social / digital landscape research to analyze the competitive landscape, 
determine brand perceptions, identify new opportunities, and provide actionable insights; 

5. Provide weekly reporting based on social listening, including sentiment analysis, community 
trends, and insights; 

6. Serving as a community manager for social media channels and escalating negative 
comments and messages in reply to owned channels; 

7. Monitoring community health and summarize findings daily; 
8. Maintaining knowledge of digital ad trends/leading practices and applying new thinking and 

innovation to digital ad programs; 
9. Demonstrating past experience and in-depth knowledge of monitoring tools (e.g. Talkwalker) 

and website analytics platforms (e.g. Google Analytics and Adobe Analytics); 
10. Demonstrating past experience and in-depth knowledge of social content management / 

publishing platforms (e.g. Social Studio / Socialbakers) and creative tools (Canva); 
11. Possessing excellent knowledge of MS Excel and proficiency in BI tools such as PowerBI, 

Tableau; 
12. Demonstrating proficiency across software applications such as Google Suite, Microsoft 

Office, and a mix of online marketing ecosystems, including mobile and social.  
13. Utilizing project management skills to manage multiple projects at one time in a fast-paced 

environment and adapt to new priorities; 
14. Understanding of the news cycle and evolving media ecosystem;  
15. Writing, editing and proofreading communications plans, social copy and materials 

establishing quality and consistency; 
16. Collaborating with social team to create social media messages for Dynamic Signal; 
17. Paying attention to detail to ensure consistent accurate data; 
18. Evidencing communication skills, both written and verbal; 
19. Using business acumen, analytical, and problem-solving skills; and,  
20. Navigating complexity and ambiguity, practicing resourcefulness to see things through. 

 


