Digital and Emerging Media Manager 
Title:
Digital and Emerging Media Manager 

Date: March 21, 2012
Department: Strategic Communications & Marketing 
Unit:  5060
Level: 7 exempt



                        
Supervisor’s Title:  Director of Media Relations
Supervises:  No Staff
==============================================================
Purpose:  Develops digital communication strategy for Massport and ensures all web site, social media and mobile media content is executed in accordance with Massport’s overall communication strategy. Manages content for the Massport website including editing/approving information submitted by content contributors.  Manages social media team and responsible for social media and mobile content strategy; oversees content to ensure it aligns with strategy.

========================================================
I. ESSENTIAL TASKS OF THE JOB:

A.
Oversees all content/copy for Massport.com and Massport’s social media 
channels.

 
Strong communications skills required.

1) Develops and oversees the executions of digital communication strategy for 
Massport and its facilities including social media.
a) Develop digital and emerging media strategy development
b) Develop online emerging media campaign recommendations
c) Implement online media campaigns and ensure they run smoothly
d) Manage and implement social media community engagement efforts. Manage daily activity across Massport’s channels including but not limited to Facebook and Twitter accounts; 
e) Evaluate new tools and the latest emerging media trends on a regular basis.
f) Manage brand presence on social media and other digital platforms in accordance with marketing goals and communication strategy.

g) Evaluate social media landscape to determine areas of focus and ensure dissemination of Massport messaging using the appropriate tools/channels.

h) Monitor social media activity involving Massport and key terms related to our brand and make recommendations for action as appropriate.

i) Direct social media team to ensure successful execution of digital communication strategy via appropriate channels.
j) Work closely with marketing and media relations staff to ensure integration of social media and align with overall communication objectives.

k) Act as Massport spokesperson in responding to public inquiries via social media.

l) Represent Massport’s interests in regional and industry groups that may have an impact on Massport’s social media and overall communication strategy.

m) Responsible for defining ROI and analyzing metrics related to digital communication for Massport.

n) Responsible for evaluating and justifying Massport’s brand presence or messaging using new communications tools such as mobile marketing, mobile applications and other new technology. 

o) Responsible for maintaining the social media portion of Massport’s crisis communication plan; work closely with Director of Media Relation to make adjustments as appropriate.

p) Responsible for monitoring and responding to urgent issues related to web site content and social media beyond normal business hours.

q) Acts as resident social media expert and advises Massport executive staff and other staff as needed on projects related to social media and digital communication technology.

r) Manages web content for organization by consistently reviewing Massport.com to judge quality of user experience.

s) Manages the development, design and publishing of all the content, links, and images that will appear on the Massport website.

· Edits and posts selected day-to-day content.

· Ensures content is presented in a web-ready style.

· Ensures content is in accordance with Massport’s communication strategy and design standards.

t) Manages the publishing of data in accordance with the organization’s    strategic goals and legal requirements. 

2) 
Identifies opportunities to improve and refine the user experience and the 
functionality of the website based on site audits and reports and industry best 
practices.

a) Provides on-going competitive content assessment of website and services.

b) Utilizes knowledge of web architecture to oversee the building and implementation of new content areas/site features/graphics.

c) Monitors and administers server performance issues.

d) Develops and tracks and analyzes metrics that demonstrate improvements in content quality such as uniqueness, user-friendly, duration, etc.

e) Provides technical support as needed.

3) 
Makes recommendations to Director regarding project status, policy, procedural 
issues, plans and strategy.

a) Acts as advisor to Director on issues as they arise.

b) Makes recommendations on site enhancements and changes to digital communication strategy and initiates major projects. 

4) 
Manages the production and writing of copy for the website.


a) Manages the research, production and writing of copy for electronic media.

b) Edits and/or approves content submitted by web content contributors.

c) Ensures all information is correct based on communication with web content contributors around the Authority.
5) 
Acts as organizational liaison and point of contact for the web team to take briefs 
and present ideas and reports.

a) Consults with business managers and directors to generate new content ideas and individual department web requirements.

b) Works closely with web design/technical colleagues.

· Works closely with marketing/creative team to coordinate online/offline messages and promotional activity.

· Works with in-house IT department and project teams to evaluate and integrate third party content in accordance with communication strategy.
· Manages the creation of overall strategy for content on the site.

6) Performs site updates.

a) Conducts quarterly audit of content.

b) Schedules content changes/updates.

c) Refreshes website content to ensure accuracy and timeliness.
d) Trains staff as needed to use content management system. 

7) Performs other duties as assigned.

II. SECONDARY JOB TASKS:

A. Completes additional duties as required by the Director of Communications and Marketing.

III.
JOB REQUIREMENTS AND QUALIFICATIONS:

A.
EDUCATIONAL LEVEL:  A Bachelor’s degree in Communications, Journalism or related field or equivalent professional experience required.  

B. EXPERIENCE IN RELATED FIELD:  5-7 years demonstrated ability to plan, launch, and maintain large websites with proficiency in information architecture, usability testing, managing content, overseeing design and experience as a copy editor or managing editor for major print and/or electric publications required.  Ability to create and maintain official styles guides, procedural manuals, and archives required.  Strong understanding of Information Technology required.
Demonstrated understanding of social media tools and how they are used for business – in particular for brand management, customer service, marketing, promotions, public relations and crisis communications; ability to stay up to date on changes in this industry.  

C.
UNIQUE EXPERTISE/CERTIFICATION/REGISTRATIONS:
1) Demonstrated knowledge of social media platforms and their usage in carrying out business objectives.

2) Knowledge of social media measurement tools and metrics.

3) Strong strategic and analytical skills.

4) Demonstrated success planning and maintaining email newsletter programs.

5) Demonstrated ability to write news articles, press releases, marketing copy, and a variety of other print and electronic materials.

6) Demonstrated experience in moving content back and forth between print and electronic formats.

7) Demonstrated knowledge of Microsoft Sharepoint (Content Management System).

8) Demonstrated knowledge of HTML, web animation and advertising programs.

9) Excellent oral and written communication skills required.

10) Strong project management and online communication skills required.

11) Excellent organizational, editorial, and writing skills required.

12) Ability to work with independent contractors.  
13) Ability to pass Massport controlled substances testing and background security checks.

E.
WORKING CONDITIONS:

1) Environmental Parameters:  Ability to work in an office environment with an airport environment with conditions, which may include fumes, odors, gases, chemicals, and dust as well as decibels in the range of 65-100, and in all weather conditions [hot, cold, humid, dry, and wet].

2) Physical Demands:

· Strength:  Must be able to lift and maneuver approximately 20 lbs. upon demand.  Ability to work in conditions in which there is danger of injury, loss of life, significant mental stress, response to all types of life and death emergencies, and distressing conditions surrounding accidents/sites.

· Type:  Ability to demonstrate clarity of hearing to distinguish between aircraft and engine types, clarity of vision beyond 20 ft. and three dimensional vision to distinguish specific aircraft identification markings, judge distance and space relationships so as to see objects where and as they actually are; and identify and discriminate colors to distinguish signal and runway lights.

F.
WORK SCHEDULE:  Ability to work 37.5 hours per week.  Ability to work additional hours as necessary or as workload demands and as needed on an emergency basis. Must be available for recall 24 hours a day seven days a week including holidays.

G.
EQUIPMENT USED:  Pager, desktop computer, vehicles, radios, cell phone,  and any other MPA equipment deemed necessary.  

