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DIGITAL CONTENT PRODUCER 

Job Overview 

The job of a Digital Content Producer was established for the purpose of providing support to the Assistant Director of 
Content for increasing parental and community involvement by keeping stakeholders informed using print, broadcast, and 
electronic formats. 

This job reports to the Assistant Director of Content. 

Essential Functions 

• Produce the school district's weekly e-newsletter, InFocus, containing print and broadcast stories (e.g. writes, 
edits, disseminates, etc.) for the purpose of keeping the public and staff informed.

• Pitch video and print story ideas to the Assistant Director of Content on a routine basis using information 
gathered from multiple sources.

• Populates, maintains, and regularly updates all WCS elementary, online school, and InFocus websites.

• Communicate regularly with Elementary and Online Administration or designee to keep websites up to date and 
accurate.

• Works to fix any functionality issues on the elementary/online school websites including broken links.

• Visits elementary, middle, and high schools on a regular basis to obtain necessary information and photographs 
for websites and email newsletters.

• Capture and edit photographs and video footage of district programs and events for use on the website and email 
newsletter.

• Confers with appropriate personnel to assure high quality, accessibility and integrity of websites,
while maintaining consistency.

• Reviews content for appropriate and consistent messaging, punctuation, and compliance with
the District’s policies and procedures.

• Remains current in accessibility guidelines, specifically Web Content Accessibility Guidelines
(WCAG), assisting with District’s effort to ensure website accessibility to all individuals.

• Maintain excellent relations with students, principals, teachers, staff, and community members for the purpose of 
serving as a communications liaison for schools.

• Collaborate with district personnel for the purpose of developing public communication, including press releases, 
email items, or videos.
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Working Environment 

The job is performed under conditions with some exposure to risk of injury and/or illness and in a clean atmosphere. 

Generally, the job requires 30% sitting, 20% walking, and 50% standing. 

 Physical Requirements: occasional lifting, carrying, pushing, and/or pulling; some climbing and balancing; frequent 
stooping, kneeling, crouching, and/or crawling; and significant fine finger dexterity. 

Qualifications 

Minimum experience: Two years of related experience in public relations and/or media work preferred. Previous 
experience working with Public Schools is preferable. Excellent verbal, written and interpersonal 
communication skills. Proficiency with current technology for performance of duties. Excellent 
analytical and critical thinking and judgment skills. 

Minimum education: Bachelor’s degree from an accredited college or university with a degree in public relations, 
journalism, graphic art and design, communications, or related field. 

The ideal candidate will have the following education, experience, skills, knowledge, abilities and/or competencies: 

• Has strong writing skills.
• Has general knowledge of WordPress, e-newsletters, photography, videography, and social media as necessary in 

the completion of daily responsibilities.
• Can assemble information and make written reports and documents in a concise, clear, and effective manner.
• Knows how to develop and administer operations and staff plans and objectives for the expedience and 

effectiveness of specific duties of the department.
• Knows how to keep abreast of any changes in policy, methods, computer operations, equipment needs, etc. as 

they pertain to department operations and activities.
• Has general knowledge of the policies, procedures, and activities of the School System as they pertain to the 

performance of duties relating to the job of digital content producer
• Can effectively communicate and interact with supervisors, members of the general public and all other groups 

involved in the activities of the department.
• Can use independent judgment and work with little direct supervision when necessary.
• Has the ability to comprehend, interpret, and apply regulations, procedures, and related information.
• Has comprehensive knowledge of the terminology, principles, and methods utilized within the department.
• Has the mathematical ability to handle required calculations.
• Is familiar with a variety of the field’s concepts, practices, and procedures.

Required Testing: Required Certificates and/or Licenses: FLSA Status: 
None Specified None Specified Exempt 

Continuing Education/Training: Clearances: Employee Type: 
None Specified Criminal Justice Fingerprint/Background 

Clearance 
Classified 

Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate 
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other 
characteristic protected by federal, state, or local laws in its policies, or in the admission of, access to, treatment, or employment in its 

programs, services, or activities. 




