
 

Podcast Social Media Coordinator 
The Podcast Social Media Coordinator shall serve as a volunteer but will not be recognized as a voting 
member of the Board of Directors (BOD).  
 
The duties of the Podcast Social Media Coordinator shall include, but will not be limited to, the following: 

●​ This role will report directly to the Social Media Director and will be part of the FamilyLine Social 
Media Team. The FamilyLine Social Media Team consists of the Social Media Director and 1 to 5 
program coordinators.  

●​ Collaborate with the FamilyLine Social Media Team to develop a monthly content calendar. 
●​ Work closely with the Podcast Director, Podcast Deputy Director, and Podcast Host, and Podcast 

Guest(s) to identify and develop relevant podcast topics, create podcast social media content, 
marketing, and publicity materials. 

●​ Conduct research across U.S. Navy websites, social media platforms, and military spouse groups 
to gather ideas and stay informed on trending subjects. 

●​ Create media content in Canva—such as graphics, reels, and stories for Facebook and 
Instagram—to promote podcast news, upcoming episodes, and podcast guests.   

●​ Submit created content to the Social Media Director or FamilyLine Social Media Coordinator to 
publish on FamilyLine specific Facebook pages and groups, as well as the FamilyLine Instagram 
profile. 

●​ Review and interpret analytics from Spotify and other podcast platforms, providing regular 
reports on listener statistics and performance metrics. 

●​ Submit a monthly report to be included in the Social Media Director’s board report.  
●​ This position may be designated to manage a future Podcast Instagram profile. 
●​ This position may require a minimum commitment of 30 volunteer hours per month, averaging 5 

hours per week. 

The ideal candidate should possess strong organizational and written communication skills, creative 
thinking, and a solid understanding of all social media platforms. They should be proactive, eager to 
learn, and have experience using Canva. Experience with interpreting podcast listener analytics and 
metrics is a plus. 

 

 
 
 
 
 
 
 
 
 

© 2025 Naval Services FamilyLine Program 
Approved for Public Distribution 

Updated 07/02/2025 


	Podcast Social Media Coordinator 

