
 

 

 

Digital Engagement Specialist  
Merlot Marketing is looking for a social media super star! If you’re passionate, creative and 
results-oriented, then we want to hear from you.  As a national award-winning, full-service 
agency, this is an opportunity to work on both local and national brands.    
 
The Digital Engagement Specialist is responsible for implementing social media strategies 
and initiatives to engage in meaningful exchanges and create lasting relationships with 
clients’ customers.  Our ideal candidate has experience utilizing social media as a marketing 
tool. You should be familiar with each platform, its audience and have a good 
understanding of how to communicate on it. Preference will be given to candidates with 
basic graphic design and video editing skills.  
 
KEY AREAS OF RESPONSIBILITY: Digital Engagement Specialist  
 
Summary 
This position will manage assigned social media jobs and projects for select agency clients. 
It’s required that you manage your own time and schedule with regard to the duties 
outlined below.  
 
Social Media Management 

 Curate and create content on behalf of agency clients. 
 Collaborate on social media campaigns and day-to-day activities. Duties include 

online advocacy, writing/proofing copy, image curation and design, community-
outreach efforts, monitoring, responding, measuring, and reporting. 

 Demonstrate an ability to receive strategic direction and adapt for use across 
multiple social media platforms. 

 
Reputation Management 

 Make strategic recommendations on how to respond 
 Craft thoughtful responses   
 Respond to negative comments 
 On-call schedule some weekends 

 
Elevate 

 Identify emerging trends in social media tactics and strategies  
 Monitor trends in social media tools, trends, and applications for adoption by the 

agency.   
 Be prepared to become a social media expert. Be ready to answer technical or 

strategy questions at any moment. 
 
Analyze 

 Perform regular analysis of results and performance of ongoing marketing 
campaigns. 

Identify new metrics and tools in monitoring and spotting trends and measuring results. 



Project Management 
 Track department projects and assure timely or early completion to accommodate 

client deadlines. 
 Coordinate project deliverables and deadlines with other internal stakeholder or 

departments. 
 
Listening 

 Monitor the web for mentions and interactions that involve and/ or are relevant to 
our client brands and products.   

 Report and appropriately engage within the strategic guidelines laid out in the 
client’s strategic planning documents.   

 Ongoing feedback on insights gained from social media monitoring.  
 
Sentiment Analysis 

 Monitor the sentiment of communications toward or regarding client brands, 
products, competition, or industry. 

 Report on status or changes in sentiment in regular reporting, or sooner if a notable 
change in sentiment occurs. 

 
Proposals 

 Proof strategic technical documents and proposals for social media and digital 
services for overall content as well as spelling and grammar.  

 Proposal development and promotional outlines. 
 
Reporting 

 Monitor effective benchmarks for measuring the impact of social media programs, 
and analyze, review, and report on effectiveness of campaigns in an effort to 
maximize results. 

 Gather relevant data points from multiple sources for use in producing client 
reporting documents.   

 Provide account feedback for analysis and accountability for account results and 
achievements. 

 Keep daily time records for work performed on client accounts within agency 
guidelines. 

 
Content Management 

 Make edits on website platforms, content management systems, and basic HTML.   
 
Meetings 

 Participate, listen, take notes and report on department and interdepartmental 
meetings.    

 Take the lead on action items for client facing tasks relating to accounts in which 
you are the principal social media specialist. 

 Track tasks, documents, objectives, and decisions reached in internal or client 
meetings.   

 



Collaborating 
 Work within Merlot Marketing and with external partners to accomplish objectives 

in a collegial fashion.   
 Foster an environment of mutual respect.   
 Contribute to a creative and collaborative environment. 

 
Planning 

 Regularly and promptly produce account planning documents, such as content 
calendars, for review by supervisor and client approval. 

 
Writing 

 Assure content is written correctly and reviewed for grammar and spelling errors as 
well as tone and strategic messaging.   
 

Outreach 
 Identify, follow, monitor, and interact with online influencers across multiple 

platforms in alignment with client goals and strategic objectives.   
 
Advocacy 

 Become an advocate of Merlot Marketing in social media spaces. 
 Advocate for the success of Merlot Marketing clients.   

 
Initiative 

 Volunteer readily; seek increased responsibilities; look for and take advantage of 
opportunities; asks for and offer help when needed. 

 
Innovation 

 Display original thinking and creativity; meet challenges with resourcefulness; 
generate suggestions for improving work; develop innovative approaches and ideas; 
present ideas and information in a manner that gets others' attention. 

 
Sharing/Knowledge Transfer 

 Continuously share insights, tips and other elements learned with others in the 
agency.  

 Become a catalyst to an environment of sharing knowledge and stories of success 
and industry case studies that broaden our thinking and push our boundaries.  

 
Presentation and Communication Skills 

 Confidence creating and delivering presentations to clients and prospects  
 Possess the ability to articulate and educate the client about social media trends, 

habits and behaviors on an ongoing basis 
 Keep client apprised of social media best practices  

 



Qualifications 

 BA or BS in Public Relations, Communications, English, Journalism or Marketing field 

 Prefer at least 1+ years in spearheading social media in related agency/digital 

environment  

 
This is a FULL TIME position including health benefits and 401k profit sharing with lots of 
potential for advancement within the company. Salary dependent upon experience.  
 
Qualified candidates please email your cover letter, resume and salary requirements to Ms. 
Brenda Forman at brenda@merlotmarketing.com.  Please include "#AnalyzeThis” in the 
subject line. Equal Opportunity Employer. 
 


