
 JOB ANNOUNCEMENT 
 POSTED:  November 12, 2019 

SUBMISSION DEADLINE:  Open Until Filled 

The mission of MHASF is to cultivate peer leadership, build community, and advance social justice in mental health. 

870 Market St., Suite 928, San Francisco, CA 94102 • Phone: (415) 421-2926 • Fax: (415) 421-2928 • http://mentalhealthsf.org  

POSITION TITLE:  Website & Social Media Coordinator 

JOB STATUS Full-time (40 hours), exempt; permanent 

PAY RANGE: $50,000 - $55,000 annually, depending on experience 

BENEFITS: 

 Kaiser HMO or Blue Shield PPO medical and Principal dental & vision; life & long-term 

disability coverage, plus an EAP (at no employee cost) 

 Vacation, sick, and personal time accruals, and 11+ paid holidays annually 

 Health and Dependent Care FSA, Commuter Check, and 403(b) options available 

HOURS:  

General business hours are 9am – 5pm, Monday – Friday; this position is expected to work 

the hours necessary, including occasional evenings and weekends, to meet defined 

responsibilities and goals 

REPORTS TO:  Outreach Manager 

 

About the Mental Health Association of San Francisco (MHASF)  

For over 70 years, MHASF has embodied the progressive ideals San Francisco is known for.  We have advocated 

against stigma and discrimination in mental health across diverse communities and changed policy, perception, and 

ultimately people.  As a peer-run organization, we know that systems change comes when those affected by the issues 

are centered in the solutions.  All of our mental health support programs are staffed by people with personal lived 

experience of mental health challenges—peers—who use their expertise in their own recovery to build trust, self-

confidence, and hope with those seeking support.  Looking ahead to a future of mental healthcare focused on holistic, 

person-centered, and recovery-oriented services, MHASF is working to ensure that peer providers are an integral part 

of these emerging mental health systems. 

 

OVERVIEW OF POSITION  

As the Website & Social Media Coordinator, you will be responsible for driving community and social engagement for 

our marketing and outreach programs.  You will ensure that community feedback is received by our team as our 

agency continuously evolves to meet their needs. You will collaborate cross-functionally with the Marketing, Peer 

Programs, Advocacy, and Fundraising teams to develop messaging and brand narrative that helps build the brand and 

inspire individuals, communities, and funders to get the most out of our services and expertise. Your role is to 

creatively guide website and social engagement with content based on organization standards and track their success 

impact of agency projects. 

 

RESPONSIBILITIES 

The Website & Social Media Coordinator will have a variety of responsibilities in the following major areas:  

Top 3 Responsibilities 

 Developing and distributing content on website and social platforms across the agency 

 Manage and maintain MHASF’s website a) mentalhealthsf.org b) sfresourceconnect.org 

 Digital engagement and interaction with our digital community and stakeholders (Facebook, Instagram, 

LinkedIn, Twitter, etc.) 

 

Core Responsibilities 

 Work with the various teams to consolidate content and collection into content calendars and processes 

 Ensure website updated with the most current and relevant information 

 Generate, edit, publish and share daily content (original text, images, video and HTML) that builds meaningful 

connections and encourages community members to take action 

 Moderate all user-generated content in line with the moderation policy for each community 

 Continuously improve by capturing and analyzing the appropriate social data/metrics, insights and best 

practices, and then acting on the information 

 Work on empowering and training other team member across the agency to implement, develop, distribute 

their team’s own digital content 

 Set-up and optimize website and social platform to increase the visibility of website & social content 

 Develop and implement editorial calendars and syndication schedules 

 Perform other duties as assigned by Outreach Manager and Executive Director 

 

The above list is meant to be representative, not comprehensive, and is subject to change depending on the needs and 
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priorities of MHASF. 

 

REQUIRED QUALIFICATIONS:  

 Experience managing websites through WordPress 

 Proven minimum 1-year of experience executing website and social media content plans 

 Experience with managing social media platforms such as Instagram, Twitter, LinkedIn, Facebook, etc. 

 Excellent verbal and written communication skills; communicate clearly and effectively with multiple and 

diverse stakeholders across businesses, leadership, and teams 

 Familiarity with mental health peer support, recovery resources, consumer empowerment/advocacy and peer 

workforce development 

 Highly organized and resourceful, excellent attention to detail, ability to multi-task and manage time well 

 Collaborative team working style with ability with a willingness to learn from others, take feedback, and make 

adjustments to communication and behavior 

 Experience taking initiative to self-educate about unfamiliar subjects or concepts 

 Affirmative and accepting approach toward people from diverse backgrounds and experiences 

 Commitment to upholding the mission, vision, and values of MHASF 

 

DESIRED QUALIFICATIONS:  

 Bachelor's Degree, or equivalent practical experience in Communications, PR, Marketing, or Advertising 

 3 to 5 years verifiable experience in community mental health space or related field 

 Experience in project management for complex and fast-moving projects with many stakeholders 

 Experience with managing advertising and promotion strategy across social channels 

 

TO APPLY 

 We only accept applications through our online portal: 

https://mentalhealthsf.formstack.com/forms/application_websitesocialmediacoordinator  

 Applications require all the items to be considered complete; applications that do not include all three of 

these documents will not be considered: (MS Word or PDF format) 

1) An up-to-date resume 

2) A thoughtful cover letter describing your unique qualifications for and interest in this role 

 

We endeavor to maintain an accessible and transparent application process. We will confirm receipt of all complete 

applications, and will strive to notify applicants of the status of their application as soon as possible. Applicants who 

are selected to move forward will be contacted via email for an initial phone interview. In the event that we are not 

currently hiring for the position when you apply, we might contact you about your interest in waiting until the next 

available hiring date. 

Equal Opportunity Employment Statement 

Mental health challenges can affect anyone at any time, regardless of identity or background, and consequently the 

communities we serve are highly diverse. As a peer-run organization, we also recognize the importance of lived 

experience as an irreplaceable form of expertise and as a basis for building trust and providing effective services. We 

welcome and strongly encourage people from historically marginalized and economically disadvantaged groups, 

including people who identify as disabled or neurodivergent, to apply to work with us.  

MHASF is committed to providing equal employment opportunities to all qualified applicants for employment and 

does not discriminate on the basis of race, religion, color, national origin, ancestry, physical or mental disability, 

medical condition, genetic information, marital status, sex, gender or gender identity, gender expression, age, sexual 

orientation, military or veteran status, or any other factor not related to ability to successfully fulfill the requirements of 

the position. 
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