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 Code 0113 
 

TOWN OF COLLIERVILLE, TENNESSEE 
CLASSIFICATION DESCRIPTION 

 

CLASSIFICATION TITLE:  DIGITAL MEDIA SPECIALIST 
 

 
PURPOSE OF CLASSIFICATION 
 

The purpose of this classification is to manage and execute the Town’s digital communication strategy by creating 
diverse content to support and advance Town-wide initiatives. 
 
ESSENTIAL FUNCTIONS 
 
The following duties are normal for this position. The omission of specific statements of the duties does not 
exclude them from the classification if the work is similar, related, or a logical assignment for this classification. 
Other duties may be required and assigned. 
 

Creates and implements strategic, multimedia marketing and communication plans for various Town-wide and 
individual department programs; supports Town Departments with website updates ensuring content is accurate, 
timely, and user-friendly; utilizes Content Management Systems (CMS) to maintain and optimize the Town’s digital 
landscape across all Departments. 
 
Manages internal communications content creation and dissemination to ensure employees are informed and engaged; 
develops, writes, and edits high-quality written and digital content for internal and external initiatives, ensuring a 
consistent Town ‘voice’.  
 
Manages the Town’s social media profiles and email marketing platforms to distribute news, alerts, and departmental 
updates; develops engaging posts and responds to community interactions; monitors and reports on digital engagement 
metrics to evaluate the effectiveness of communication campaigns; designs graphics and visual assets for web, social 
media, and both internal and external digital newsletters. 
 
Develops and maintains a dynamic internal stock photo gallery; captures professional photography of Town events, 
projects, and staff; ensures all digital assets comply with the Town’s branding and accessibility standards. 
 
Leads efforts related to podcast production, live meeting broadcasts, and digital programming. 
 
Types, prepares, and/or completes various forms, reports, correspondence, press releases, programs, flyers, newsletters, 
statements, spreadsheets, or other documents. 
 

Receives various forms, reports, correspondence, advertisements, publicity materials, scripts, newspaper copy, or other 
documentation; reviews, completes, proofreads, processes, forwards or retains as appropriate. 
 

Operates a personal computer, scanner, general office equipment, tape recorder, transcription equipment, or other 
equipment as necessary to complete essential functions, to include the use of word processing, spreadsheet, database, 
desktop publishing, e-mail, Internet, or other computer programs; performs basic maintenance of computer system and 
general office equipment, such as backing up data or replacing paper, ink, or toner. 
 

Communicates with supervisor, employees, volunteers, other departments, Town officials, public safety agencies, the 
public, outside agencies, and other individuals as needed to coordinate work activities, review status of work, exchange 
information, or resolve problems. 
 

Maintains confidentiality of departmental documentation and issues. 
 

Maintains current knowledge of applicable laws/regulations: reads professional literature; maintains professional 
affiliations; attends workshops and training sessions as appropriate. 
 

Attends work on a continuous and regular basis. 
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Maintains an awareness of proper safety procedures and guidelines and applies these in performing daily activities and 
tasks. 
 

ADDITIONAL FUNCTIONS 
 

Collaborates with Town staff for innovative content ideas. 
 
Participates in video support functions, including assisting on-location during shoots and providing creative 
feedback during the editing process; contributes to scripts, storyboards, and content outlines. 
 
Performs general/clerical tasks, which may include making copies, sending/receiving faxes, distributing 
documentation, or processing incoming/outgoing mail. 
 

Provides assistance to other employees or departments as needed. 
 

May attend Board of Mayor and Alderman meetings and other relevant meetings outside regular business hours. 
 

Performs other related duties as required. 
 

MINIMUM QUALIFICATIONS 
 

Bachelor’s degree in Communications, Marketing, Journalism, Digital Media or a related field; supplemented by three 
(3) years previous experience and/or training in strategic communications, digital marketing, social media 
management, or multimedia storytelling; or any equivalent combination of education, training, and experience which 
provides the requisite knowledge, skills, and abilities for this job. Requires a valid motor vehicle operator’s license. 
 
PERFORMANCE APTITUDES 
 

Data Utilization:  Requires the ability to review, classify, categorize, prioritize, and/or analyze data.  Includes 
exercising discretion in determining data classification, and in referencing such analysis to established standards for 
the purpose of recognizing actual or probable interactive effects and relationships.   
 
Human Interaction:  Requires the ability to provide guidance, assistance, and/or interpretation to others regarding 
the application of procedures and standards to specific situations. 
 

Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to operate, maneuver and/or control 
the actions of professional video cameras, lighting equipment, audio gear, machinery, tools, and/or materials used in 
performing essential functions.  
 

Verbal Aptitude:  Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory data, and 
information. 
 

Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication, and division; the 
ability to calculate decimals and percentages; the ability to utilize principles of fractions; and the ability to interpret 
graphs. 
 

Functional Reasoning:  Requires the ability to apply principles of rational systems; to interpret instructions 
furnished in written, oral, diagrammatic, or schedule form; and to exercise independent judgment to adopt or modify 
methods and standards to meet variations in assigned objectives. 
 

Situational Reasoning:  Requires the ability to exercise judgment, decisiveness and creativity in situations involving 
evaluation of information against measurable or verifiable criteria. 
 

ADA COMPLIANCE 
 

Physical Ability:  Tasks require the ability to exert moderate physical effort in sedentary to light work, but which 
may involve some lifting, carrying, pushing, pulling and/or reaching for objects and materials of moderate weight 
(up to 25 pounds). Tasks may involve standing, kneeling, reaching and extended periods of time at a keyboard or 
workstation. 
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Sensory Requirements:  Some tasks require the ability to perceive and discriminate audio and visual cues or signals.  
Some tasks require the ability to communicate orally and in written form. 
 

Environmental Factors:  Performance of essential functions may require exposure to adverse environmental 
conditions, such as rude/irate customers, dirt, dust, pollen, odors, wetness, humidity, rain, temperature, noise 
extremes and traffic hazards. 
 
 
 
 
APPROVALS 
 
 
__________________________________________ 
Jennifer Preston, Public Information Officer 
 
 
 
__________________________________________ 
Bill Burke, Director Human Resources 
 
 
 
The Town of Collierville, Tennessee, is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
Town will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer. 
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