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Job Description 

Job Title:  Manager, District Digital Marketing JTC: TW2 

Salary Range: N06   FLSA:  Exempt 

Since 1965, we have served more than 3 million students.  Dallas County Community College District 
(DCCCD) is one of the largest community college systems in the state of Texas, which includes seven 
independently accredited colleges located around the Dallas/Fort Worth area.  
 
POSITION SUMMARY 
Responsible for assisting with planning, developing, coordinating and evaluating the digital 
communications functions in the District Public and Governmental Affairs department.  Participates in 
the overall digital strategy, development, processes and improvements. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
Strong understanding of current online marketing concepts, strategy and best practice.  Experience in a 
digital marketing role.  Demonstrates an understanding of diversity and values differences.  Knowledge 
of district policies and procedures. 

Ability to solve complex strategic problems and then execute against this strategy with the appropriate 
tactics.  Detail oriented with the ability to manage multiple assignments and projects, create detailed 
actions plans, as well as the ability to adapt to changing priorities, deadlines and directions.  
The ability to work with colleagues and contacts at all levels of an organization to drive improvement.  
Cultivates alliances across internal and external boundaries in order to build and maintain strong 
working relationships.  

Makes decisions that are based on thorough analysis of issues and uses sound judgment.  Is 
knowledgeable about and can clearly represent own area of responsibility, seeking new knowledge and 
tools to advance the objectives of the organization.  Knowledge and experience with HTML, content 
management systems and digital trends.  

Requires excellent writing, editing and proofreading skills.  Ability to promote and develop a positive 
image for a diverse organization with excellent oral and written communication skills in order to 
articulate the philosophy of the District to individuals from diverse backgrounds.  Must be able to 
provide excellent customer service. 

PHYSICAL REQUIREMENTS 
Normal physical job functions performed within a standard office environment. Reasonable 
accommodations may be made to individuals with physical challenges to perform the essential duties 
and responsibilities. 
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MINIMUM KNOWLEDGE AND EXPERIENCE 
Bachelor’s degree or higher plus six years of experience in marketing.  Must have two years of 
supervisory experience of full-time staff.  Official transcripts required.  Must have valid driver’s license if 
traveling to off-site locations.  *** Will be subject to a criminal background check. Some positions may be 
subject to a fingerprint check.*** 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
Collaborates with leadership in the strategic planning, creation and execution of DCCCD’s digital/social 
advertising and promotional activities that impact Districtwide marketing, recruitment and enrollment 
outcomes and enhances the image of DCCCD in the community.  Organizes and oversees the digital 
editorial workflow. 

Works to identify, interview, negotiate contracts and supervises the work of outside creative consultants 
in television and radio production for recruitment materials to ensure that creative direction and content 
reflect the image of DCCCD.  Responsible for all planning of digital marketing.   

Manages digital/social partnerships and promotions with outside organizations and oversees analytics for 
these partnerships and promotions.  Works closely with marketing departments to ensure consistent 
marketing messaging.  Collaborate with the Chancellor’s office to coordinate digital/social marketing 
efforts.   

Reviews new technologies and keep the district at the forefront of developments in digital marketing.  
Responsible for managing the district search engine marketing/search engine optimization efforts.  
Maintains blog and website content as needed.  Supervision:  Responsible for the selection, training, 
coaching, development and evaluation of assigned full time staff. 

Must complete required DCCCD Professional Development training hours per academic year.  Must have 
excellent communication skills and the ability to interact with diverse internal/external stakeholders and 
constituents within the DCCCD community network.  

Supervise two (2) or more full-time employees. 
Performs other duties as assigned. 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by incumbents of this job and shall not be construed as a declaration of the 
total of the specific duties and responsibilities of any particular position.  Incumbents may be directed to 
perform job-related tasks other than those specifically presented in this description. Position requires 
regular and predictable attendance.  
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