
JOB POSTING: DIGITAL CONTENT STRATEGIST (LTE)

DATES: ~MAY 3 - AUG 13

ABOUT THE GREEN LAKE ASSOCIATION

The Green Lake Association (GLA) is a nonprofit organization founded in 1951 that focuses its

entire efforts to improve the water quality of Big Green Lake. We implement conservation

practices, outreach programs, and lake research to protect this incredible natural resource. The

GLA has recently expanded our staff and scope to meet the challenge of our mission.

POSITION DETAILS

The GLA is a small shop with passionate staff. We currently have three full-time staff

members—an Executive Director, a Director of Development, and a Communication & Project

Manager—and two part-time positions—an Administrative Manager and Digital Content

Strategist. The Digital Content Strategist’s primary role is to help the GLA become more effective

at connecting our good work with compelling stories that motivate our donors to act.

This Digital Content Strategist is a short-term, part-time, limited-term employment (LTE)

opportunity to fill a maternity leave of absence. This role is anticipated at 20 hours per week,

and can be done remotely to accommodate COVID concerns or in-person at the GLA’s office at

the Town Square Community Center in Green Lake.

This role will report to the Executive Director and may require occasional attendance of

weekend and/or evening events, with advance notice.

ROLES AND RESPONSIBILITIES

The Digital Content Specialist will implement digital components of the GLA’s communication

plan, including:

Social Media (40%)

The GLA maintains two primary social media accounts on Facebook and Instagram, and

secondary accounts on Twitter, LinkedIn and YouTube. The Digital Content Specialist will

be responsible for regularly writing and publishing content (about 10 pieces per week),



timely community management (at least 3x/week), and tracking monthly analytics

across all channels.

E-mail Communications (30%)

The GLA relies on periodic emailed communications, sent through Constant Contact,

with donors and various partners. The Digital Content Specialist will be responsible for

composing and sending (3) monthly newsletters and (~30) e-blasts as needed from

May-August to keep the community up-to-date on lake-related news and GLA events.

Website (20%)

Build webpages on the GLA’s website using Wix to match organizational needs and

events as they arise. This will specifically include pages for the Annual Meeting in June,

and Annual Gala and Land & Lakes Family Field Day in August, totalling about 10 pages.

Video Content (10%)

The digital content strategist will be responsible for capturing photos and videos, and

editing as needed, specifically for the virtual Annual Meeting, promoting the Annual

Gala, and ongoing social media/email uses as they arise.

The most significant video project is a feature video aired during our annual gala (on

August 7, 2021). As time allows, and in close collaboration with Clear View Productions

(a videographer), the Digital Content Specialist will work with the Executive Director and

Communication & Project Manager to develop the video script, review the drafts, and

provide direction.

MINIMUM QUALIFICATIONS

- Bachelor’s degree in related fields, which may include: Communications, Marketing, or

closely related field(s), and

- Three to five years of relevant work experience.

Candidates with other professional experiences that align with the stated Roles and

Responsibilities may be considered.

DESIRED SKILLS AND BACKGROUND

The Digital Content Specialist requires an individual who is bright, energetic and talented with a

broad skillset and natural interpersonal skills. S/he should be detail-oriented and an excellent

manager of his/her time with the ability to maintain a realistic balance among multiple

priorities. The Digital Content Specialist should be able to work both collaboratively and



independently, to provide follow-through on initiatives from conception to completion, to work

under pressure at various times and to manage a wide variety of activities.

The Digital Content Specialist must exercise good judgment in a variety of situations and with a

variety of stakeholders. This individual must have strong written and verbal communication.

This position requires an individual who is technologically savvy. Experience with WIx, Adobe

Creative Suite, Constant Contact, Google Drive and various social media sites is required.


