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Job Description

MWMW Position Title (type in CAPS): SOCIAL MEDIA COORDINATOR

Staff Group:

O Executive Staff B Program Coordinator 0 Operations/General Staff
O Program Director O Program Staff O Administrative Staff
O Retail Manager O Retail Staff O

Immediate Supervisor(s): Director of Events and Communications

Tasks also assigned by: MWMW Executive Staff

Immediate Subordinates: N/A

Status: [ Exempt M Non-exempt Position Originally Created: 2023

Date Last Revised: 9/16/2026

Hours Per week: 10-20 hours per week

General Summary: The Social Media Coordinator supports the mission and visibility of Mission Waco through
storytelling and social media engagement as part of the Advancement team. This role is responsible for creating
and managing engaging social media content, assisting with digital communications and supporting broader
marketing and event initiatives.

Critical Functions and Responsibilities

1. SOCIAL MEDIA MANAGEMENT

a.

—h

Develop, schedule and post engaging content across Mission Waco’s social media platforms and
multiple accounts (Facebook, Instagram)

Attend Mission Waco events and produce live social media content

Capture and edit photos, short videos and graphics that highlight Mission Waco’s programs,
events and impact stories

Engage with online audiences by responding to comments, messages and inquiries in a timely,
mission-centered tone

Monitor social media analytics to measure engagement and inform content strategy

Collaborate with marketing team to create a social media calendar

Support social media campaigns and coordinate with the Director of Events and Communication
to promote fundraising events through social media including: Golf Tournament, Style Show,
Champions of Christian Service Lunch, Race ONE and the Annual Fundraising Banquet

2. COMMUNICATIONS SUPPORT

a.
b.

C.

Assist Director of Events & Communications with creating and distributing e-newsletters

Design promotional materials for social media, print and digital use using Canva and/or similar
design tools

Collaborate with program directors to share and highlight success stories and key updates across
media platforms

The functions and responsibilities contained in this Position Description are not all inclusive.

Other duties and requirements may be assigned at any time in the Advancement program area.




Additional Functions and Responsibilities

1. Provide additional support to the Advancement team to promote the overall mission of the organization

including assisting with donor stewardship.

2. Participate in Giant Worldwide Leadership/Communication Development Curriculum as offered by

MWMW
3. Attend monthly all-staff meetings

Requirements/Preferences

Minimum skills and knowledge required:

1. Proficient social media platforms

2. Microsoft Word, Excel, PowerPoint, Canva

3. Organizational and project management skills;
ability to manage multiple priorities

4. Proficient in photography and photo and video
editing tools

Skills and knowledge preferred:

1. 1-3 years of social media experience

2. Proficiency in digital marketing platforms like Adobe
lllustrator and InDesign

3. Graphic Design Experience

4. Familiarity with Christian Community Development
principles

Minimum previous experience required:
1. 1-2 years in communications

Previous experience preferred:
1. 2-3 years of experience in communications,
marketing or event management

Minimum education required:

1. High School Diploma or equivalent

Education preferred:

1. Bachelor’'s degree in communications, marketing,
public relations, nonprofit management or related field.

Minimum communication skills required:

1. Must have excellent interpersonal skills

2. Represents Mission Waco’s values with all donors,
volunteers, staff, vendors and program participants

Communication skills preferred:
1. Professional writing, editing and storytelling skills

Behavioral, emotional, mental requirements:

1. Mature Christian Faith

2. Passionate about Mission Waco’s mission to
empower the marginalized.

Other requirements:

e This position requires occasional evening and weekend availability for Mission Waco events. With
supervisor approval, work hours may be adjusted within the same workweek to accommodate event
coverage. Event schedules will be communicated in advance whenever possible.

e Mission Waco program sites are located in North Waco, Downtown Waco and South Waco. Some work
for taking photos, videos, or gathering stories will require being physically present at those sites.

Employee will provide their own transportation or drive Mission Waco vehicle to the sites.

Employee

must have valid driver’s license and meet eligibility requirements for Mission Waco Fleet Safety Program.

Some light lifting (typically up to 25 Ibs).

Ability to serve in a fast-paced, high-pressure environment.
A strong commitment to addressing poverty and serving under resourced communities.

The functions and responsibilities contained in this Position Description are not all inclusive.

Other duties and requirements may be assigned at any time in the Advancement program area.




