
Digital Media Coordinator 

About The DoSeum 

The DoSeum is much more than a children’s museum, it’s a place where interactive fun and hands-on learning come 
together—a place where minds are always at play. The DoSeum offers exhibits, programs, camps, classes, and field trips 
designed for all learners, encouraging young minds to explore the joy of learning through connections to STEM, the arts, 
and literacy. Originally founded as San Antonio Children’s Museum, The DoSeum has grown over the past 25 years to 
become a premier leader in informal education, while still staying true to the mission of connecting families and 
transforming communities. 

JOB SUMMARY  

Reporting to the VP of Marketing, the Digital Media Coordinator works closely with the marketing team to develop and 
maintain creative content across The DoSeum’s various digital and social media platforms.  The DMC manages the brand’s 
paid social media budgets and responsible for continuously monitoring analytics to ensure optimal online performance. The 
DMC position requires someone with excellent creative writing skills and passionate about creating dynamic content to drive 
online Guest engagement and elevate awareness of the brand. Additionally, the ideal Digital Media Coordinator candidate is 
someone who is well versed in digital analytics, social media ad development, and overall an excellent communicator and 
team player.  

ESSENTIAL RESPONSIBILITIES 

• Create and execute engaging content across the organization’s various digital platforms to drive online engagement

• Well-versed in multiple social media platforms

• Lead SEO optimization opportunities

• Pull and analyze Google Analytics

• Able to track and monitor relevant trends and make recommendations accordingly

• Continuously track digital and social media performance

• Pull and analyze web traffic data in addition to trend reports

• Collaborates with web design agency partners

• Researches and stays up to speed on target insights, digital platforms, and general industry trends

• Develops and optimizes social media posting schedule

• Plans, executes, and monitors all target-focused eblast communication

• Manages all website content and maintenance

• Identifies, builds, and maintains strong partnerships with local social media influencers/ Brand Ambassadors

• Attends event as necessary to capture photos for both content and historical purposes

• Respects project deadlines and checks project boards daily via Monday (our online project management platform)

• Provides meeting recaps, as needed

• Prepares presentations as needed

• Provides recommendations when presenting work

• Shares work with VP of Marketing and/or Sr. Graphic Designer for review and approval

• Ensures all final copies of creative work are stored on organization’s server

• Perform additional duties as requested



 

 

 

 

 

 
 
MINIMUM QUALIFICATIONS 

• Bachelor’s Degree or higher (a focus on advertising, digital media, or communications preferred) 

• Minimum of one year of professional work experience planning, producing, and tracking social and/or digital media 

• Knowledgeable with planning and executing both organic and paid social media campaigns 

• Knowledgeable with SEO and industry best practices  

• Knowledgeable managing and editing website content  

• Excellent photography and photo editing skills 

• Detail-oriented, with strong organizational skills 

• Comfortable managing a continuous workflow in a high volume, multi-tasking environment 

• Available to work weekends (on occasion as needed) 

• Preferred, but not required: Experience with long-format videography, post-production, and sound design  

• Preferred, but not required:  Experience with Premiere Pro, After Effects, Media Encoder, Sony Vegas or Adobe Flash 
 
ESSENTIAL SKILLS 

• Excellent time management and communication skills 

• Exceptional creative writing skills  

• Strong attention to detail 

• Able to work harmoniously as part of a larger team  

• Open to working in a collaborative and learning environment 

• Develops strong professional relationships with team members, vendors, and DoSeum staff 

• Possesses thorough knowledge of The DoSeum brand, tenants, and mission 

• Works consistently to stay abreast of market research, industry trends and analytics 

• Presents a professional attitude both in the office and when representing The DoSeum externally 

• A natural multi-tasker able to prioritize needs 

• Able to perform and maintain focus in an open space work environment 

• A self-starter  

• Strong strategic and analytical skills with a passion for details 

• Open to creative feedback and receiving suggestions from multiple partners 

• Ability to meet tight deadlines with quality work  

• Able to handle multiple projects with ease and tact 

• Able to work in fast-paced environment, anticipating needs & changing dynamics, and managing accordingly 

• Ability to speak effectively before group of peers  
 
 
KNOWLEDGE, SKILLS, and ABILITIES 

To perform the job successfully, an individual should demonstrate the following: 
  

• Leadership - Manage, supervise, and lead a motivated and diverse team of staff and volunteers by establishing 
performance standards, hiring and developing talent, providing feedback, and ensuring the proper role for each team 
member.  

• Guest Service - Responds promptly to Guest inquiries and complaints. Demonstrated Guest service skills and commitment 
to model those skills for colleagues. 

• Analytical, Problem Solving, & Organizational Skills - Gathers and analyzes information skillfully and can efficiently 
execute on multiple priorities, plans, and ideas. Ability to work in a complex organization. Interacts professionally with 
colleagues and demonstrates willingness to negotiate and compromise. Ability to meet  
critical objectives while considering the impact of those decisions and activities on the ability to achieve long‐term goals. 



 

 

 

 

 

 
 

• Communication & Interpersonal Skills - Clarity of speech, remaining calm and focused, make effective presentations to 
diverse groups. Edits work for correct data, spelling, and grammar. Ability to read and comprehend simple instructions, 
short correspondence, and memos.  

• Ethics & Judgment - Treats all people with respect; works with integrity and exhibits sound judgment; upholds and 
demonstrates museum values. Willingness to embrace change introduced by others. 
 

 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 

The physical demands and work environment described here are representative of those an employee may encounter while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 

• Flexible working hours; may require working weekends, evenings, and holidays 

• Variable exposure to noise, weather and elements 

• Constant working with the public and employees 

• Regularly required to stand, sit, walk for extended periods of time 

• Ability to lift up to 25 lbs. 

 
APPLICATION PROCEDURE   

Submit resume, the names of three references and cover letter indicating interest and qualifications to hr@thedoseum.org. 
Please reference “Digital Media Coordinator” in the subject line. 
 
The above statements are intended to describe the general nature of work performed by the Digital Media Coordinator.  They 
are not to be construed as an exhaustive list of all responsibilities, duties and skills required of this position, which can be 
revised at the discretion of the VP of Marketing. The DoSeum is an equal opportunity employer. 
 

 
 
 
 


