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          Job Announcement
Digital & Education Coordinator
Candidate Qualifications:
· Associates or Bachelor’s degree in business administration, related field or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job.  
· Well-versed and familiar with the latest technology in digital media and education across a variety of platforms.

· Experience managing and updating a client database solution system such as Salesforce. 
· Comfortable operating in a fast-paced environment and handling critical or challenging interactions that require professionalism and good judgment. 

· Ability to identify and respond to potential situations that require immediate attention.
· Familiarity with applying conflict resolution principles to mitigate a variety of customer and product service issues.
· Detail-oriented with excellent verbal and written communication, organizational, time management, and customer service skills.
· Proficient in Microsoft Office, including Excel and Word, and the suite of Google applications, including forms, sheets, docs, and hangouts.
Job Responsibilities Include:

· Creating reports using data from digital platforms, including social media, apps, and other digital and educational tools.

· Maintaining continuity and efficiency of operations in the digital media and education department by communicating regularly with management and staff regarding developments, changes, or updates on projects or departmental business.
· Preparing and assisting with contract documents by compiling information for grant applications and liaises with grant writer to ensure information is complete and guidelines met.
· Serving as primary point of operational and administrative contact for digital media and education for all internal and external stakeholders, institutions, clients, staff, agencies, etc. 
· Responding to requests in a timely manner and keeps an accurate record of contact data.
· Preparing, writing, formatting, and editing a variety of documents to include articles, email copy, various letter templates, meeting agenda or notes to ensure necessary record keeping and reporting.
· Providing necessary support and coordination on a variety of tasks and general department needs, including but not limited to assisting with project management, monitoring the digital and education mailbox, and assisting in preparations for all special events, projects, meetings, etc. as required.
We Offer: Paid holidays, vacation and sick leave, retirement plans; Pre-tax benefits for health, dental, visual, life and accidental insurance; Health and child care spending accounts; Disability insurance; and Opportunities for training and professional development.
To Apply: Upload resume, references and applicant form on the GPBs Job Center located at www.gpb.org/jobs . ONLY Applications submitted through the GPB Job Center WILL BE ACCEPTED.
Salary: Commensurate with Experience.

Deadline: Open Until Filled.
Georgia Public Broadcasting is an Equal Opportunity Employer.
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