
Digital Communications Specialist/Webmaster 

 
QUALIFICATIONS 

 

1. B.A. or B.S. Degree 

2. Three (3) years of experience in website content management preferred. 

 

FLSA STATUS 

 

Exempt 

 

SUPERVISOR 

 

Coordinator of Public Relations 

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

 

1. Must have working knowledge of content management systems. 

2. Must have developed skills in social media integration and analytics. 

3. Must have developed HTML skills. 

4. Must have developed skills with Photoshop or another photo editing software. 

5. Must have excellent communication and writing skills. 

6. Must communicate with administrators, staff and substitutes in a positive and 

effective manner. 

7. Must have abilities to meet deadlines and work flexible hours. 

8. Must have physical mobility and visual acuity to accomplish the essential 

functions of the position. 

 

ESSENTIAL FUNCTIONS  

 

1. Serves as Content Manager for Tuscaloosa City Schools’ website to ensure 

updated content is provided to the public.  

 

2. Develops, maintains and revises standard operating procedures for website(s), 

including brand consistency across the district’s microsites. 

 

3. Liaises with and trains school-level webleaders and/or social media teams. 

 

4. Monitors school-level websites and provides feedback to school-level webleaders 

to ensure that standards are met to provide stakeholders updated content. 

 

5. Develops and implements district's social media strategy through a variety of 

platforms. 

 

6. Monitors district’s social media channels. 



7. Monitors analytical data on website and social media channels to ensure 

effectiveness and provides reports on this evaluation on a routine basis. 

 

8. Writes a variety of communications (e.g. press releases, personal interest stories, 

newsletters, etc.) for the purpose of keeping the public, including the media 

informed of school district activities. 

  

9. Develops and produces multi-media web extras that will be posted across all 

digital platforms to showcase accomplishments and/or explain data points, 

including academic achievement to the public-at-large, on a routine basis. 

 

10. Videotapes and/or photographs special events and meetings as determined by the 

Coordinator of Public Relations for use in digital communications. 

 

11. Participates in committees such for strategic communication, severe weather, 

crisis management, Institute Day, graduation and others as needed. 

 

12. Assists with planning and implementation of special events for the purpose of 

ensuring the programs are run according to district expectations and guidelines. 

 

13. Must be available as needed in the event of any crisis situations to post or 

distribute information via system website and social media channels. Will 

coordinate with web leaders of microsites to ensure all communication is 

distributed. 

 

14. Collaborates with technology department as needed. 

 

15. Performs other duties as assigned by the Coordinator of Public Relations. 

 

TERMS OF EMPLOYMENT 

 

Terms of employment shall be in accordance with provisions of the Board's Salary 

Schedule.  

 

EVALUATION 

 

Performance evaluation shall be in accordance with provisions of the Board’s policy on 

Evaluation of Support Personnel. 

 

 

SOURCE: Tuscaloosa City Schools, Tuscaloosa, Alabama 

DATE:  March 22, 2016 


