
Digital Media Specialist 

OLV Charities 
 

POSITION SUMMARY:  
 

The Digital Media Specialist operates video cameras and related equipment in the 

production of social media and website videos, organizational overview / program and 

service offering videos, or other video productions such as special event videos or weekly 

Masses.  This person works on location, or in studio, during production and offers 

creative input / direction in the development of video pieces. The Digital Media 

Specialist oversees, transports, sets up, and operates production equipment, including 

audio and lighting equipment. This individual edits video segments in digital formats on a 

PC or Mac using the Adobe creative suite in an effort to produce cutting edge content. 

This person completes troubleshooting and preventive maintenance reports on video and 

audio production equipment; this individual also assists in the repair and upkeep of studio 

and production sets and properties. The Digital Media Specialist maintains equipment 

inventory and field and studio production schedules.   

 

The Digital Media Specialist will support social media and website activities as they 

pertain to job functions.  This person assists with photography, as needed and also 

performs miscellaneous job-related duties, as assigned.   
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 

1. Works in conjunction with the Director of Communications and Marketing to oversee, 

manage and promote the overall image of the OLV agencies (OLV Charities, OLV 

Human Services, OLV National Shrine & Basilica) collectively and individually, to 

ensure consistency of message and look in all electronic communications. Included in 

the scope of work are: 

A)  Agency specific videos 

B)  Fundraising event support pieces 

C)  Electronic communications (e-appeal, website and social media videos and posts) 

 

2. Leverages relationships with local and national vendors to secure competitive pricing 

on any/all projects. 

 

3. Works with the members of all the agencies to monitor effectiveness of videos and 

provide input/creative assistance as necessary. 

 

4. Assists with video / photography at agency events and coordinates video sessions of 

OLV Human Services programs and other institutional sites (as needed) to provide 



current content. 

  

5. Manages the agencies’ bank of videos including, but not limited to, overseeing usage, 

updating and enhancing the collection. 

 

6. Accurately tracks and monitors the progress of all jobs/projects resulting in attractive 

videos arriving on time and within budgetary parameters. 

 

7. Provides assistance / oversight to the Communications team at Sunday Masses and 

special events including, but not limited to, attending important logistics, attending 

meetings, serving as a volunteer, helping with setup/takedown, etc. 

 

8. Develops, organizes and maintains appropriate records and files related to job 

functions 

 

9. Effectively utilizes agency email system for sending and receiving communication. 

 

10. Establishes and maintains effective communication and working relations with other 

staff of OLV Institutions. 

 

11. Performs all other related duties and functions as assigned by the Director of 

Communications and Marketing. 

 

REQUIRED AND PREFERRED EDUCATION and/or EXPERIENCE: 
 

1. Bachelor’s degree in a related field.  

2. Two to four years of experience in videography or in a similar creative capacity. 

3. Demonstrated initiative, skills and ability in designing and producing high quality 

videos.  

4. Experience and proficiency with Adobe Creative Suite (Specifically PremierPro, 

Photoshop, InDesign, Illustrator) as well as Microsoft Office Suite (Microsoft Word 

and Outlook in particular).  

5. Ability to effectively operate a camera to produce quality videos and images. 

6. Ability to effectively prioritize and organize work and keep track of projects and 

deadlines.  

7. Ability to effectively proof videos.  

8. Enthusiasm for and ability to work in a collaborative, fast-paced environment. 



9. Comfort with customer service best practices.  

10. Work related projects will occasionally include weekend activities.   

11. A valid New York State drivers’ license is required as work activities will at times 

dictate travel between local OLV sites.  

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

1. Ability to operate, maintain, troubleshoot, and perform repairs to audio and video 

equipment. 

2. Ability to effectively manage time and scheduled. 

3. Records maintenance skills. 

4. Ability to configure, operate and maintain studio and/or field audio, lighting and 

associate production equipment. 

5. Knowledge of computerized digital editing applications and procedures.   

6. Knowledge of professional audio and/or video editing and post-production 

procedures, techniques, and standards. 

Schedule: 

Typical schedule is Monday-Friday 8:30am-4:30pm, Weekends may be required for 

assignments. 

 

Please email resume and cover letter to: 

ResumeHRGeneralist@gmail.com   

 

Or send cover letter along with resume to: 

OLV Charities 

Human Resources Department 

780 Ridge Road 

Lackawanna, NY 14218 

 


