
 
 

Position Description 
 

Position Title:  Digital Media Specialist 

Department:  Communications 

Position Code:  E0447 

Date Prepared:  1/23/2019 

FLSA Status:  Exempt  Non-Exempt          Full Time:  Yes   No  

              

JOB SUMMARY: 

The Digital Media Specialist will photograph, schedule, organize, archive, and deliver assets for 

all communications efforts of Southern Seminary and Boyce College, as well as implement a 

digital asset management system that would serve the growing needs of the President and other 

vital marketing efforts. The Digital Media Specialist will be knowledgeable in other media areas, 

such as video and audio, and have a willingness to learn new skills as needed.  

 

ESSENTIAL JOB FUNCTIONS: 

The employee in this position will have the following essential job functions: 

 Develop, implement, and maintain a digital asset management system to serve internal 

departments on campus, including organizing and key wording photos, videos, and 

graphical elements.  

 Provide photo and video assets in collaboration with designers, writers, and social media 

manager.  

 Plan and execute photo and video shoots with faculty, students, and other departments on 

campus.  

 Collaborate and implement marketing priorities, under the supervision of the marketing 

director.  

 Assist project manager with conference media needs and logistics.  

 Collaborate with digital editor to review and update online media assets.  

 

Performs other duties as may be assigned by supervisor. 

 

EDUCATION: 

Bachelor degree preferred as well as additional photography training.   



EXPERIENCE: 

The person in this position should have the following experience:  

 Two to four years of photography experience, including an adequate knowledge off-

camera lighting.  

 The person in this position should have a basic knowledge and experience with video 

editing and audio recording.  

 Knowledge and ability to implement a digital asset management system   

 

SUPERVISION: 

The person in this position will report to the Art Director. 

 

WORK ENVIRONMENT: 

The person in this position will work in a standard office environment except for required on-site 

photo sessions. 

 

 

 


