
The University of Texas at San Antonio 
 

Job Description 

 

Job Title:  International Media and Marketing Coordinator 

Code:   8145   

Salary Grade:  59 

FLSA Status:   Exempt 

Department/Division: Office of International Programs (OIP) 

Reports To:   Executive Director, OIP  

 

Summary 

 

 Function: To coordinate and administer electronic media, international data, and 

marketing for the department.  

 

 Scope: Responsible for initiating and overseeing the collection of international 

programs related data for the purpose of aggregating and reporting 

international activities and accomplishments. 

 

Duties 

 

 Typical: 

 

1. Create, develop and manage content for UTSA's internationally focused 

website while working with content management software.  

2. Maintain and develop the ongoing master calendar that charts the update and 

improvement of all assigned web properties and content. 

3. Develop and maintain information exchange processes designed to collect all 

international related activities from agencies throughout the university; 

coordinate web related information  across the colleges, departments, centers, 

institutes, and other university organizations; and report them in a cohesive, 

straightforward, and appealing electronic format. 

4. Create, develop, and manage the website content for the Office of 

International Programs while incorporating stakeholder input, prioritizing web 

enhancements, and helping to define the OIP website vision roadmap.   

5. Maintain an institutionally consistent look and feel throughout all 

international related website properties. 

6. Apply expert design, copy editing, and proofreading skills to all published 

web content. 

7. Assure all web-based information collected and published is archived for 

future needs and reference. 

8. Track and report data on all site metrics. 

9. Work cooperatively with all UTSA international program stakeholders. 

10. Perform additional duties as assigned. 



 

 Periodic: 

 

1. Represent the OIP and UTSA at University, state, national, and international  

associations and/or consortia and events. 

 

Education 

 

Required Preferred 

Bachelor’s Degree from an accredited 

institution.  

Bachelor’s Degree in English, 

Communications, Journalism, or related field.  

 

Other Requirements 

 

Required Preferred 

Criminal Background Check (CBC).  N/A 

 

Experience 

 

Required Preferred 

Two years experience accomplishing content 

and production activities for high traffic 

websites. 

Two years of related experience in an 

academic setting.  

 

Equipment 

 

Required Preferred 

Experience with web content management 

systems. 

N/A 

 

Working Conditions 

 

Usual Special 

Usual office environment.  May work a varying schedule, including 

evenings and weekends.  

 

Supervision 

 

Received Given 

Team environment with minimal supervision.  May direct support staff and/or students.  

 

Accuracy 

 

Proficiency in all duties performed. 

 

 

 

 



Security Sensitive 

 

Specific job requirements or physical location of some positions allocated to this classification 

may render the position security sensitive, and thereby subject to the provisions of section 51.215 

Texas Education Code. 

 

Internal Control 

 

Within the scope of position duties, responsible for seeing that operations are effective and 

efficient, assets are safeguarded, reliable financial data is maintained, and applicable laws, 

regulations, policies, and procedures are complied with. 

 


