JOB DESCRIPTION
SOCIAL MEDIA COORDINATOR


JOB TITLE: Social Media Coordinator
OBJECTIVE
The primary goal of the Social Media Coordinator is to maintain all dealership websites, feeds, blogs, and online galleries.
PRIMARY RESPONSIBILITIES
· Ensures relevant content on all social media.
· Monitor customer comments and feedback and ensure reputation management policies are in place.
· Attends all sales and service meetings to gather information on daily, weekly, and monthly customer goals.
· Stays informed on all department specials and incentives and ensures that expired offers are promptly removed from sites.
· Plans weekly and monthly enthusiasm and employee team-building events and places them on proper media platforms.
· Works with all departments and outside media to ensure site placements.
· Is proactive in looking for opportunities to promote dealership awareness and community involvement on social media.
· Other tasks as assigned. 
ADDITIONAL RESPONSIBILITIES
· Participates in community activities with product knowledge and informational sessions.
· Other duties as assigned.
SUPERVISORY RESPONSIBILITIES
[If applicable.]
QUALIFICATIONS
· A successful Social Media Coordinator needs the product knowledge, professionalism, and empathy that customers look for today. Communication is essential in a sales department as it contributes to team building with the service and sales departments.
· An individual must perform each essential duty satisfactorily to do this job successfully. The requirements listed below represent the knowledge, skills, and ability required. Reasonable accommodations may be made to enable individuals with disabilities to per essential functions.

EDUCATION and EXPERIENCE
· Automotive Marketing degree
· Retail experience helpful
VERBAL SKILLS
· Being bilingual is a plus
MATH SKILLS
[If applicable.] 
REASONING ABILITIES
[If applicable.]
CERTIFICATION and LICENSE
· Manufacturer Training
PHYSICAL REQUIREMENTS
The physical demands described here represent those that an employee must meet to perform the essential functions of this job successfully. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
WORK ENVIRONMENT
The work environment characteristics described here represent those employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
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Job Description Acknowledgment

I have reviewed the job description for my position and understand my responsibilities.

[bookmark: _Hlk119959629]Employee Signature: 	________________________	Date: 	___________________

Manager Signature: _____________________________       Date: 	___________________
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