JOB TITLE: Social Media Virtual Assistant (Remote, Full Time)

SUMMARY
We are hiring a full time social media assistant to grow [company]'s presence on [platforms]. You will plan the content calendar, create posts with our brand templates, schedule and publish, engage with our community and report on what works. You will work remotely during [your time zone] business hours with [manager name, title].

RESPONSIBILITIES
* Plan a monthly content calendar for [platforms]
* Create posts, captions and short videos from brand templates and AI drafting tools
* Schedule and publish content on time
* Reply to comments and messages within agreed response times
* Track hashtags, trends and competitor accounts
* Repurpose long form content into social posts
* Report weekly on reach, engagement and follower growth
* Flag customer issues to [support owner]

SKILLS AND QUALIFICATIONS
* Strong written English with a sharp, on brand voice
* Visual eye for layout and design
* Knows the formats of [platforms]
* Uses AI drafting and design tools to create more content in less time
* Reliable with deadlines
* [X] years managing business social accounts (set your own requirement)

TOOLS
* Meta Business Suite
* Later, Buffer or [scheduler]
* Canva
* CapCut or [video tool]
* Google Drive
* ChatGPT or [AI assistant]

SCHEDULE
* Full time, 40 hours a week, Monday to Friday
* Working [your time zone] business hours, core overlap [start time] to [end time]
* Reports to [manager name, title]; weekly check in on [day]

KPIs (we review these every [week or month])
* [X] posts published per week per platform
* Comments and DMs answered within [X] business hours
* Engagement rate trend vs your own baseline
* Monthly follower growth vs target of [X]
* Weekly report delivered every [day]

HOW TO APPLY
Send your resume and a short note on why this role fits you to [email]. Use the subject line: "Social Media Virtual Assistant application, [your name]".
