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Position Title:   Social Media Intern | Part-time 20 hours/week 

 
Building/Department: Reynolds Hall/Communication  
Reports To:   JPS Director of Communications 
Revision Date:  January 8, 2019 
               

Purpose Statement: 
 
The Social Media Intern is responsible for coordinating and executing the Districts social media strategy, 
working across key social media channels including Facebook, Twitter and LinkedIn.  This role offers the 
intern a total immersion into a busy digital recruitment business and the successful candidate will work 
closely with District Administrators and the District’s key stakeholders to learn about social media, digital 
communications and marketing in a business-to-business environment. This role will be instrumental in 
increasing JPS’ social media presence and gaining visibility for our brand among community members and 
candidates. 

Essential Duties and Responsibilities: 
 

1. Follow a strategic plan for posting to social media based on marketing campaigns, initiatives, and 
information sharing. 

2. Collaborate with the director of communications to design, recommend, and support best strategies 
for social media marketing campaigns. 

3. Contribute to the Districts communication efforts through strategic ideas and make 
recommendations to the director of communications. 

4. Work cross-organizationally to share information from other departments districtwide 
5. Monitor and keep pace with social media trends and determine which new social media channels are 

the best fit for JPS District and its various campaigns and initiatives. 
6. Produce videos and visual content for social media. 
7. Develop an infinity calendar of yearly events that can be localized for content. 
8. Provide guidance and training to school and department staff assisting them to set up their social 

media pages. 
9. Must understand new apps to measure engagement, new ways of producing content, trends and 

standards. 
10. Track, review, analyze social media metrics to determine campaign effectiveness and make 

recommendations based on best practices. 
11. Research and know the best social media channels to use to reach a variety of audiences, effectively. 
12. Write copy, shoot and edit video for social media posts. 
13. All other tasks and duties as assigned. 
 

 
 
 
 



Position Title: Social Media Intern (Continued) 
 

Page 2 of 3 
 

Qualification Requirements:  To perform this job successfully, an individual must be able to perform essential 
duties satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.  

1. Proficient computer skills including HTML, CSS, Photoshop, Adobe Illustrator etc., photo and 
video editing skills; 

2. Detailed knowledge of social media platforms 
3. Ability to multitask and stay current with social media trends 
4. Must have sound judgment to make appropriate decisions based on new information and adjust the 

material that is being released if necessary 
5. Ability to collaborate with graphic artists, video editors, photographers and reporters and work as a 

team; teamwork skills 
6. Excellent communication skills, verbal and written 
7. Ability to work with sensitive information and maintain confidentiality 
8. Provide trainings for staff on use of Blackboard System 
9. Update and refresh Website information on all School Sites. 

Education and/or Experience: 

• Current Enrollment in a Bachelor’s degree in communications, journalism, public relations, 
marketing, radio/television/film or the equivalent from an accredited institution. 

Physical Requirements: The physical requirements described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  

• Work in an office environment sitting at a desk, walking and movement. 
• Minimal lifting. 

 
Desired Attributes | Key Behavioral Indicators: 
 
 

Positive Indicator Negative Indicator 

Team-Focus  Collaborative; anticipates impact 
on others; listens to gain complete 
understanding; sensitive to views 
and feelings of others;  

Fails to engage with others; makes 
only self-oriented contributions; 
disrespectful of others; thinks they 
know everything without 
substance; struggles to build 
credibility and respect from peers 
and senior management  

Relationship  
Building  

Builds relationships internally and 
externally; keeps all stakeholders  
involved; is assured and poised 
across all relationships; gladly 
assists others  
 
 

Struggles to build rapport; 
uncomfortable working with 
others;  
does not keep others in the loop  
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Positive Indicator Negative Indicator 

Verbal Communication  Speaks clearly; can articulate 
thoughts and emotions succinctly; 
listens to gain complete 
understanding before speaking; 
can tailor communication style for 
different audiences (e.g. peers, 
customers and management)  

Lost for words or using too many 
words to get a point across; 
substantial amount of support 
needed to do basic influencing; 
lacks impact even with peers; is 
afraid to engage with others  

Written Communication  Writes clearly and with excellent 
grammar; can articulate thoughts 
and emotions succinctly and 
effectively; can tailor 
communication style for different 
audiences (and social media 
channels); uses appropriate 
punctuation.  

Writes with poor grammar; uses 
inappropriate tone with different 
audiences (e.g. too informal with 
customers); does not adhere to 
company social media policies 
regarding tone of voice  

Resilience  Flexible; positive about change; 
accepts and takes responsibility for 
personal development; maintains a 
‘can do’ attitude; shows a 
persistent effort to succeed; self 
controlled and balanced; copes 
under pressure; enthusiastic, has a 
positive outlook; constructive and 
open minded  

Resists change; adversely impacts 
others through negativity; low 
energy; settles for second best; 
lacks stamina; loses motivation 
easily; tendency to flap in crisis or 
stress; fails to find solutions around 
challenges; gives up easily  

Multi-tasking  Able to prioritize and juggle 
multiple tasks at once; plans ahead 
so that required tasks get 
completed; can effectively manage 
the expectations of internal 
customers and senior 
management; completes tasks 
without being reminded; always 
looks to go the extra mile  

Resists taking on work as part of 
the role; openly talks about why 
they can’t complete jobs rather 
than what they’re doing to be able 
to complete tasks; allows agency 
process and compliance to be 
ignored; has poor administration; 
fails to manage expectations; 
allows emails to pile up 
unanswered  

Specialist Knowledge  Well informed and passionate 
about their job and social media; 
actively seeks development 
opportunities and owns 
responsibility for personal 
development; learns quickly; 
transfers skills and knowledge to 
others  

Lacks passion for their job; lacks 
motivation for continued 
professional development; thinks 
they know everything without any 
substance; unwilling to train or 
mentor others; needs handholding;  

 


