
THE RICHARD NIXON FOUNDATION 
 

DIGITAL MEDIA COORDINATOR 
  
The Richard Nixon Foundation is a Not For Profit 501(c)3 corporation, located in Yorba Linda, 
California. The Foundation’s mission is to illuminate the legacy of the 37th President through its 
own programs as well as by supporting programs and exhibits at the Richard Nixon Presidential 
Library and Museum in Yorba Linda, California. 
 
The Foundation is seeking a Digital Media Coordinator to support its communications initiatives, 
programming, special exhibits and visiting speakers and authors. This position is also 
responsible for development of digital art and video content and management of social media 
channels with the communications team. The Digital Media Coordinator is a full-time, salaried, 
exempt position and reports to the Director of Communications. 
  
Duties include: 
  
- Development of digitally produced material including videos, photos, graphics and audio 
recordings  
- Shoot, edit and post videos of Foundation programs and events 
- Design print and digital materials 
- Create project plans and schedules 
- Manage content production and an editorial calendar 
- Maintenance of social media channels and paid campaigns on Facebook, Twitter, YouTube 
and Instagram 
- Use data to measure content performance 
- Onsite support and attendance of frequent evening and weekend Foundation events 
  
Required Skills and Education: 
  
- Bachelor’s degree preferred 
- Proficiency in Adobe Creative Suite and Final Cut Pro 
- Capacity to film with a Canon XF300 and shoot stills with a Canon EOS 7D 
- Exceptional Mac computer skills including knowledge and recent experience with Microsoft 
Word and PowerPoint, Google Suite and WordPress products 
- Must be a motivated, self-starter with attention to detail 
- Knowledge and interest in American political and presidential history 
- Excellent communication skills 
 
Applications will be accepted until May 12 at 5:00 p.m. PST. 
 
To apply for the position, please email a resume and cover letter to Joe Lopez, Director of 
Communications, at joe@nixonfoundation.org. Phone calls will not be accepted for this position.  
 


