
 

 

District Communications & Digital Media Coordinator (Stipend Position)​
Stipend Amount: $1800 

Job Description 

The District Communications & Digital Media Coordinator contributes to the district website 
and official social media platforms to promote school programs, recognize students and 
staff, and communicate timely, accurate information while ensuring compliance with district 
policies and student privacy requirements. 

Qualifications 

●​ Strong written and verbal communication skills. 
●​ Experience with website management and social media platforms. 
●​ Ability to create professional graphics using Canva or similar software. 
●​ Strong organizational skills and attention to detail. 
●​ Knowledge of student privacy requirements and confidentiality expectations. 

Responsibilities 

●​ Contribute to the district website throughout the year. 
●​ Manage the district's official social media accounts. 
●​ Create and publish content highlighting student achievement, school events, 

programs, athletics, and district news. 
●​ Coordinate with administrators, teachers, coaches, and sponsors to gather content. 
●​ Monitor school-affiliated pages and ensure shared content complies with district 

standards. 
●​ Ensure students on the No Photo List are not included in photos or videos. 
●​ Proofread all communications for accuracy, grammar, and professionalism. 
●​ Maintain consistent district branding, including approved fonts, colors, logos, and 

templates. 
●​ Develop recognition graphics for students, staff, and district programs. 
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●​ Use professional, positive, and informative language in all communications. 
●​ Forward social media messages requiring a response to the appropriate 

administrator. 
●​ Follow district social media guidelines, including limiting comments and outside 

tags as directed by administration. 
●​ Maintain a consistent posting schedule that reflects all grade levels and district 

programs. 

Expectations 

●​ Maintain accurate and current website and social media content. 
●​ Consistently recognize students, staff, and district accomplishments. 
●​ Protect student privacy by following the No Photo List. 
●​ Ensure all communications are professional, accurate, and thoroughly proofread. 
●​ Represent the district in a positive and professional manner through all digital 

communications. 
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