
 

Posting Date:  October 13, 2015 

 

INTERNAL/EXTERNAL JOB POSTING 

Communications and Development 
 

 
MOSAIC is seeking a technically advanced, website and social media 

administrator with strong English language and web management skills to 

manage the organization’s Website(s) and social media in the Communications 

and Development Department, based in Vancouver. 

 
POSITION:  Website and Social Media Administrator 

 

DEPARTMENT:  Communications and Development 

 

FUNCTION: Reporting to the Director, this position will be responsible for the 

organizational Website(s) and social media. This position requires maintenance 

and evaluation of the site(s); ongoing training and support of departmental Web 

administrators; keeping current with SEO, AdWords, Google Analytics and future 

digital developments and tools.  In addition to having strong technical 

experience and background in Web administration, the successful candidate will 

have excellent communication skills as this position requires: the ability to 

collaborate with various teams, develop and implement work plans; edit, proof and 

write copy. 

 

QUALIFICATIONS:  

 Minimum two years’ experience managing Web content, design and front end 

functionality for a large Website via a CMS (ie/ Drupal, Wordpress, etc.) 

including adding, editing and deleting text, and social media. 

 Minimum two years’ experience managing, maintaining and strategizing Social 

Media organizational pages 

 Have excellent communications skills, both written and oral (i.e. content 

writing) 

 Be creative, able to tailor content to specific audiences 

 Knowledge of SEO, AdWords, Google Analytics, etc. 

 Advanced knowledge and understanding of Website User Experience and 

usability 

 Advanced knowledge of html as well as Drupal and Wordpress platforms 

 Knowledge in the following: CMS, php, Access, CRM, etc. 

 Working with graphic files/elements for Web posting  

 Organized and able to multitask, set priorities and meet deadlines 

 Ability to work in a team environment 

 Self-starter with ability to manage multiple projects and prioritize tasks 

 Attitude and values compatible with the mission, vision, and values of 

MOSAIC 

 Sound judgment and initiative 

 Attention to detail  

 Experienced in office administration, minute-taking, and use of standard 

office equipment and word-processing, spreadsheet, database, and 

presentation software  

 

DESIRABLE SKILLS/EXPERIENCE: 

 Non-profit experience, graphic design background and web development  



 

Posting Date:  October 13, 2015 

HOURS/START DATE: This is a full-time (35 hours/week) position starting as 

soon as possible. 

SALARY: $21.20 per hour (Level 1) 

RESUMES TO:   nkang@mosaicbc.com 

DEADLINE:   October 30, 2015 

NOTE:    Only those selected for an interview will be contacted. 


