
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE: 1/3/17  
 

TITLE:   Director, Digital Marketing    

 

DEPARTMENT:  Marketing, Public Relations and Government Affairs 

 

SECURITY SENSITIVE:  

 

FLSA STATUS: Exempt  

 

BAND:   30 

 

FUNCTION: Provides leadership, expertise and oversight for San Jacinto College’s web 

and digital presence including website and digital advertising design, as well as website 

content management, functional innovation and overall utility. This position works 

collaboratively with the marketing and public relations department leadership as well as 

internal and external stakeholders to drive brand awareness and engagement across all 

relevant digital platforms. This may include marketing automation, website development 

and updates, website design and optimization, search engine optimization (SEO) and 

tagging, search engine marketing (SEM), social media marketing and management, mobile 

strategy, email marketing, website data management, analytics, personalization 

capabilities, geotargeting/geofencing and all legal and government requirements for the 

website. 

The Director, Digital Marketing collaborates closely with members of the College 

community to ensure consistent and integrated use of the College website, confirming 

content remains up-to-date and that departments are consistently engaged with their 

content.  

 

The Director, Digital Marketing will lead a digital team consisting of the Website Content 

Manager, Social Media Coordinator and a Web / Graphic Designer. 

 

CURRENT INCUMBENT(S):  
 

REPORTS TO: Vice President, Marketing and Public Relations  

 

SUPERVISES: Website Content Manager (1), Social Media Coordinator (1) and 

Graphic / Web Designer (1)   

 

MAJOR REPONSIBILITIES: 

        Frequency 



Essential Job Functions1  D, W, M, Q, A2%Time 

1. Maintains and builds the College’s digital 

infrastructure including website, social media and 

marketing automation tools (Publications Database) to 

enable successful execution of advertising and public 

relations campaigns. Responsible for results reporting 

(Google analytics, etc.). Monitors website trends and 

makes recommendations for features and services that 

improve the user experience and aid in student 

recruiting and retention. Provides leadership to the 

department and the College in the areas of website best 

practices, content development and management, 

analytics and brand standards compliance.  

D 25 

2. Responsible for the development, implementation 

and maintenance of a process for making real-time 

updates to the College website to improve site visits, 

SEO, and stakeholder engagement; as well as keep the 

content and look and feel of the website relevant and 

fresh, ensuring links are working. 

W 10 

3. Oversee the review of all content posted by internal 

clients to ensure it is optimized for SEO, that it fairly 

represents all programs across campuses (if applicable), 

and that it is updated and maintained on an ongoing 

basis.  

D 10 

4. Work closely with IT Department personnel to 

ensure that the Publications Database is functioning 

correctly and pulling accurate information to the correct 

website locations. 

M 5 

5. Actively engages with the College’s external 

advertising agencies, assisting with digital advertising 

campaign placement, reporting and analytics. 
D 20 

6. Provides strategic direction for the evolving 

navigation and information architecture of the San 

Jacinto College website. 
M 5 

7. Develops, documents, maintains and publicizes 

policies and procedures for visual, content, legal and 

government requirements, accessibility and functional 

standards. 

Q 2 

                                                 
1 All job functions MUST add up to 100% 
2 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



8. Oversees the monitoring of mentions to the College 

name and associated keywords across all social media 

platforms. Identifies mentions that require 

action/response by the College, and works with the 

appropriate personnel for any applicable or needed 

response. 

D 5 

9. Oversees digital marketing team in project 

implementation, task completion, strategy development, 

scheduling, resource allocation, budget management 

and other team functions. 

D 5 

10. Serves as backup for the digital team in capacity as 

social media coordinator, web content manager and 

web/graphic designer. 
M 5 

           

         

        Frequency 

Additional Job Functions:    D, W, M, Q, A%Time 

1. Oversee the training of campus personnel in updating 

program specific content. 
Q 2 

2. Attend various College and campus meetings on 

behalf of the marketing department. Give reports on 

progress of web projects. 
Q 5 

3. Assists with major marketing events on an as needed 

basis. Q 1 

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 Strong leadership and excellent customer-service skills in delivering 

innovative, high-quality web interface solutions. 

 Results driven and proven track record of meeting organizational goals. 

 Ability to work at the strategic planning level while also having a strong 

knowledge of the technical needs of website projects. 

 Strong organizational and project management skills, creative thinker, ability to 

meet multiple deadlines, and lead in a professional and fiscally responsible 

manner. 

 Strong knowledge of website design and digital marketing best practices 

including SEO, paid search, social media marketing, email marketing, display 

marketing, mobile marketing, content marketing and developing marketing 

avenues. 



 Strong knowledge of content management systems (Drupal CMS preferred) 

and web applications. 

 Knowledge of web standards, government requirements and web accessibility 

requirements (ADA). 

 Ability to work collaboratively with internal and external stakeholders. 

 Bi-lingual skills a plus. 

 

Education and Experience: 

 

 Required Education:  Bachelor’s degree in marketing, IT or related field  

 

 Preferred Education: Master’s degree marketing, IT or related field 

 

Required Experience: 

 Minimum 5-7 years of relevant experience managing and executing web 

marketing and communications. 

 Previous experience managing an organization’s website built with a content 

management system (CMS) is essential. 

 Hands-on experience managing web and content production, information 

architecture, user experience, interactive design, and analytics/testing. 

 

Preferred Experience: 
Preferred experience of successfully managing teams and websites for large 

organizations. 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: 

         Frequency 

Work Environment       D, W, M, Q,A 

Office desk D 

Driving between campuses and events D 

  

  

  

  

  

 

 

        Frequency 



Physical Activity3:     D,W,M,Q,A   

Sitting D 

  

        

 

 

             

 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

 

 

 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 

  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 
                                                 
3 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 

force. 


