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JOB DESCRIPTION  

  
JOB TITLE: Web and Digital Media Specialist  
REPORTS TO: Program Coordinator   
STATUS: Full time, Exempt  
  
To apply: send resume, cover letter to joep@tricksterculturalcenter.org 
Opening date: 6-16-2021 closing date 6-24-2021 
 
  
JOB DESCRIPTION:  
At Trickster Cultural Center, our strength is delivering leading-edge, culturally relevant, 
educational and artistic programming, and special events that support those we serve. Established 
on a foundation of Native American heritage and tradition, Trickster increases the visibility and 
impact of contemporary cultural arts and education nationally through: all arts media, music, 
veterans, fatherhood, and social justice issues to advance these programs. We’re proud to set the 
standard for success in the field of cultural appreciation and awareness.  
The Web and Digital Media Specialist reports to the Program Coordinator, who sets project and 
task priorities. You work alongside in-house graphic designer to ensure consistency between the 
website and related brand materials. The Web and Digital Media Specialist manages multiple 
websites, designing new pages, redesigning older content, ensuring content is published in a 
timely way, and for a positive user experience. The Web and Digital Media Specialist films, edits 
and creates video footage and photography for the organization for use on multiple platforms. 
This includes website, social media, print materials, television broadcasts, web screenings, and 
archival sites.   
  
This position is expected to attend Trickster programs and events.  Additionally, the Web and 
Digital Media Specialist works closely with the CEO and Program Coordinator on the purchase 
and installation of new software.  
  
  
RESPONSIBILITIES:  
  

1. Ongoing Website management, including development, design, and updates; monitors 
SEO and website analytics to ensure site optimization  
2. Films and edits video footage, and still photography, for use on multiple platforms    
3. Responsible for management, organization, and storage of web and digital and archives  
4. Manages Trickster’s Shopify, art inventory management software and photographs items 
for the Shopify store  
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5. In collaboration with Director of Operations and Education and other program 
developers, creates interactive modules aimed at enhancing education outcomes and patron 
experience  
6. Works with the Program Coordinator to maintain accurate and up to date web-
based calendar, including current and upcoming programs, events, deadlines and promotions  
7. Attends Trickster events and programs  
8. Assists with gallery operations as needed, including web based inventory, tours, 
organization of programs and events   
9. When needed, provides graphic design assistance for flyers, social media, and other 
media for use in programs or events  
10. Provides excellent customer service and promotes the mission and vision in all activities, 
both within and outside the facility  
11. Other duties as assigned  

  
  
Job Qualifications and Education:   

• BA or BFA, with two years of prior photography and videography experience preferred  
• Thorough knowledge and experience with  HTML and CSS, Photoshop Premiere Pro, 
Audition, Illustrator, Dreamweaver, and Adobe Creative Suite  
• Proficiency in Microsoft Office Suite, and MAC  
• Proficiency with video editing software   
• Excellent written and verbal communication skills; strong grammar and editing skills  
• Willingness to work independently and as a team   
• Ability to take initiative, work in a creative, fast-paced and dynamic work environment  
• A creative eye and the ability to multitask  
• Ability to organize work and meet deadlines to achieve team goals and objectives  
• Knowledge of and appreciation for Native American and multicultural history and 
heritage; willingness to learn and engage  

Physical Demands  
• Ability to carry 20lbs; ability to lift and arrange equipment and furniture  

  
Work Environment  

• Office environment; some outdoor events and activities  
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