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Social Media Coordinator Job Description 

 

Title Social Media Coordinator 

Rate $21/hour 

Type of Position Part-time – Contract (June 2018 – March 
2021) 

Number of Positions 1 

Education Requirements University/College graduate 
 

WHAT IS OBIAA? 
The Ontario BIA Association (OBIAA) is the network that represents unique and vibrant BIAs across Ontario.  
The Association, incorporated in 2001, supports and advocates on behalf of its members through the building 
and nurturing of strong relationships and partnerships.  OBIAA is a leader in the development and sharing of 
information, tools, resources and best practices, and is the ONE voice on common issues. 
 
WHAT IS DIGITAL MAIN STREET? 
Digital Main Street (DMS) is a digital “how to” guide and program for helping small main street businesses grow and 
enhance their digital presence. The program is supported by a government grant opportunity for main street businesses 
and municipalities across Ontario. 
 
DESCRIPTION: 
We are looking for a Social Media Coordinator who can help us increase OBIAA’s share of voice in social media 
channels, help drive traffic to our digital properties, and enhance the overall perception of the OBIAA and 
Ontario Digital Main Street brands across all social media platforms. You not only understand the landscape of 
social media, what’s hot and what’s not, but you can write killer copy and engaging content. In this role, you 
will be responsible for representing both the Ontario Digital Main Street and OBIAA brands to the online world 
and building our community on various social media platforms.  
 
RESPONSIBILITIES: 

 Grow brand presence on all social channels (Facebook, Twitter, Instagram, LinkedIn, YouTube) 
 Build an editorial calendar for all social platforms and implement this daily across all channels 
 Manage the setup, creation, and scheduling of social content (static, animation, video, etc.) 
 Engage with and responds to visitors across all social platforms 

 Measure and analyze data to identify trends to improve ROI and refine and improve social presence 

 Engage and develop relationships with influencers and brand champions 
 

REQUIREMENTS: 
 Understanding of and a passion for social media and community building 
 An engaging online voice 
 Strong understanding of social media best practices, keeping up with the latest industry trends and 

social media advancements 
 Ability to respond rapidly and professionally to reputation management issues 
 Strong writing skills with understanding of brand messaging and tone 
 Knowledge of digital media software – Photoshop or other graphic design software an asset 
 Reading/writing French an asset 
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