
 

 

Job Title: Social Media, Online Marketing, SEO 
& Marketing Virtual Assistant  

Date: 

Job Description:  

Manage all social media platforms; gather, create, edit and update 

content, blogs, online collateral and campaigns; engage with audiences in 

social media, expand networks and online presence 

 

Job Specific Skills, Traits & Responsibilities: 
 

1. Excellent communication skills, both spoken and written, with adequate knowledge of 

technical writing, marketing strategies and SEO 

2. Unmatched attention to detail, with strong multitasking, organizational and time 

management skills while maintaining creative and out-of-the-box mentality 

3. Proven experience in social media and online marketing 

4. Demonstratable social media networking experience and social analytics tools 

5. Results-oriented and driven for outcomes, traffic, and customer/client engagement  

6. Tech-savvy and with basic to advanced knowledge of software and applications 

• Software and application knowledge may include photo, video and HTML tools 

 

Key Activities & Duties: 

 

1. Build and execute social media strategy through competitive research, platform 

determination, benchmarking, messaging and audience identification 

2. Manage Social Media sites like Facebook, Twitter, LinkedIn, etc.  

3. Generate content to edit, create, update and manage blogs and other online sites 

4. Maintain and uphold your brand’s integrity and online presence 

5. Engage and moderate people within the Company’s Social Media Network like 

commenting on posts or replying to comments or tweets 

6. Responsible in expanding Social Media Network - gaining Twitter followers, Facebook 

fans, Pinterest, and LinkedIn connections 

7. Research on materials and posts them regularly / set schedule on all social media pages.  

8. Create materials to proliferate on social media networks of the Company 

9. Creates templates and ads for posting on appropriate websites and partners  

10. Send weekly marketing report and continuously improve by capturing and analyzing the 

appropriate social data/metrics, insights and best practices, and then strategizing on the 

information 

11. Design and create flyers, presentations and other audio-visual collateral 

12. Edit and post videos for website, social media sites, and YouTube, etc.  

13. Design, layout and create direct mail/print campaigns like postcards, ads, etc., 

14. Manage contents of drip campaigns and process leads into appropriate campaigns 

15. Create or update your newsletter, whether it’s an online copy or a hard copy 

16. Review & manage progress of each lead daily 

17. Handle and optimize basic SEO (update web content, services, offers, etc.) for team 

18. Collaborate with other departments to identify and coordinate key actions 


