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Social Media Coordinator Role & Responsibilities  
The Social Media Coordinator is a part-time, paid special worker from the S-Anon fellowship responsible 

for maintaining an active and consistent presence on S-Anon’s official social media platforms. This is a 

maintenance and implementation role, not a strategy or direction setting role. The Social Media 

Coordinator reformats, prepares, and publishes content based on existing S-Anon materials and 

direction provided by the Public Information and Outreach Committee (PIOC) Chair and World Service 

Office (WSO) Executive Director. 

 

Content Development and Publishing 

 

● Build content from briefs provided by PIOC/WSO, incorporating source copy, direction, and any 

upcoming information already prepared for publication. 

● Reformat existing S-Anon content, sourced from Conference Approved Literature (CAL) 

previously published on the S-Anon blog and articles from the WSO Update, into social-ready 

assets for Instagram and TikTok. 

● Produce 2-3 revision rounds per asset as needed, then route through the established approval 

path. 

● Publish approved content on the agreed posting cadence across Instagram (in-feed and stories) 

and TikTok. 

● Follow the existing social look and feel, transitioning to the final brand style guide once it is 

produced, without redoing already-banked content unless materially off. 

 

Content Planning and Buffer Management 

 

● Maintain a content buffer of approximately one to two months, front-loading production during 

the initial build phase and sustaining that cushion in steady state. 

● Track hours used against the approved monthly cap and flag any risk of exceeding it. 

● Work within PIOC's batched brief process: receive briefs with source copy and direction, submit 

assets for review, and revise as needed. 

● Work within established review and approval timelines to help keep production on schedule and 

protect the content buffer. 

 

Community Engagement and Direct Messages 

 

● Monitor and respond to direct messages (DMs) on Instagram and TikTok using the same care, 

tone, and discretion the WSO applies to member and public email inquiries.  

● Complete WSO training on approved response language, common inquiry types (meeting 

information, general program questions, service inquiries).  

● Route inquiries involving media requests, reported concerns, or matters outside established 

response guidance to the WSO before responding. 

● Maintain a record of recurring DM themes or questions to share with PIOC Chair & WSO 

Executive Director during check-ins, to inform future content and FAQ development. 
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Reporting and Check-Ins 

 

● Participate in monthly check-ins with PIOC Chair and the WSO Executive Director covering 

content published, DM activity and themes, hours used against the cap, and what is queued 

next. 

● Provide monthly platform analytics (reach, profile visits, follower/non-follower views, link taps) 

to support the BOT's evaluation of the position during the one-year engagement.  

 

Anticipated Content Cadence and Monthly Cap 

 

Posting roughly two to three times per week across S-Anon’s social media channels:  

Deliverable Cadence Monthly estimate Monthly cap 

Instagram – in-feed 2–3 / week ~10 12 

Instagram – stories 1–2 / week ~6 8 

TikTok 1–2 / week ~6 8 

 

Position Details 

• Status: Remote, part-time paid special worker/contractor  

• Hours: Phase 1 – Build the Buffer: up to ~20 hours/month for the first 6–8 weeks; Phase 2 – 

Steady State: up to 15 hours/month for the remainder of the trial period  

• Eligibility: Active Member of the S-Anon fellowship with professional experience managing 

social media content. 

• Rate: $20–$22/hour  

• Term: One-year contract; with option to renew 

• How to Apply: Send a resume and brief statement of interest to executivedirector@sanon.org. 

Applicants may also include examples of social media or graphic design work, if available. 
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