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Social Media Officer

Scale 6
Reports to Marketing & Communications Manager
The purpose of this role is to provide strategic and tactical management of the college’s social media channels to maximise return, generate brilliant, on brand content and develop a plan of continual improvement.
JOB ROLE
1. To develop and implement a social media strategy and supporting tactical plan to meet set objectives including building brand awareness, drive channel improvement, increase reach/followers, improve customer engagement and retention, meet campaign and business targets and measure and audit processes. 

2. To create compelling and persuasive content that is on brand (written and visual) and suitable to a range of audiences and digital platforms.

3. Day to day operational management and forward planning for all college social media platforms, including but not limited to Facebook, Instagram, Snapchat, Linked In, You Tube and Twitter.

4. Tracking and responding to college stakeholder content to celebrate achievements, generate conversation, extend reach and build a social community.

5. Regular reporting and data analysis against set KPIs to monitor content and channel performance, identify improvements and audit quality and processes.

6. Being a social media champion for the college, leading on support, advice and training and conducting regular quality audits.

7. To take an active role and work collaboratively with the wider Marketing & Communications team; generating ideas, problem solving, sharing best practice, communicating updates and reporting outputs against shared objectives and KPIs.

8. To actively work to make savings, source value for money and ensure the best deal on College spend.

9. To act in a highly professional manner at all times and develop and nurture effective working relationships with colleagues inside and outside the business.

10. To continually develop your professional knowledge and research market insights by monitoring competitors, researching best practice, keeping up to date with relevant trends and commercial practice and seeking advice from partners and external colleagues.

11. To deputise the Marketing & Communications Manager as appropriate.
12. Administration duties as appropriate.
13. Any other duties, as required, appropriate to the scale of the post.
GENERAL RESPONSIBILITIES
All people who work for the College are expected to engage in normal business tasks such as:

· Know what and where the College strategy is, what it contains, and make sure what they do on a day to day basis is in line with the strategic objectives in some way. 

· Ensure the work they do is of a high quality standard and College procedures and policies are followed at all times.  

· Engage in personal professional development to keep up to date in industry/commercial issues, attend mandatory training, Principals addresses and the Staff Conference.

· Present the College in a positive way at all times with external clients, students, customers etc.

· Work flexibly and efficiently in order to meet customers’ needs, whilst maintaining the highest possible professional standards. 

· Bring new ideas and try new ideas/approaches with an open mind.

· Comply with the College’s HR policies and the Health & Safety policy, at all times.

· Support the College’s commitment to carrying out its functions with a view to safeguarding and promoting the welfare of children, young people and vulnerable adults. 
· Respect everyone, regardless of who they are, in accordance with the College policy relating to equality and diversity.  In doing this, ensure that everyone within the College is free from any kind of bullying/harassment.

· Fully engage in the performance management process.

· Maintain confidentiality and security of data at all times.

· Live the values and behaviours in daily College life and embed in everything they do.

OTHER
It’s important we keep this document up to date, so that everyone knows exactly what is expected of them and misunderstandings are avoided.

This job description can be changed but only in consultation with you, your manager and if you wish, your trade union representative. 

PERSON SPECIFICATION

Social Media Officer

Marketing and Communications
What will you need to be able to do the job?

(Skills, Knowledge, Aptitudes, Experience, Qualifications, Disposition and Special Requirements)

Skills, Knowledge and Aptitudes

· An in-depth understanding of social media and platforms, with the ability to identify emerging trends and their potential use to, and impact on, the organisation and campaigns
· Ability to operate in a fast-paced environment, work to deadlines, with the ability to project manage and achieve objectives across multiple projects
· A close eye for detail, excellent spelling, grammar and ability to write to brand guidelines
· Team player who is able to work collaboratively and build relationships with those in and outside an organisation to achieve set goals
· Knowledge of driving business impact from social media and digital campaigns with an ability to generate ROI
· Ability to use research and statistics to inform planning.
· Excellent communication skills; able to translate complex ideas, persuade others, break information down into bite sized sections, talk to a range of audiences and a confident presenter.
Experience
· Proven experience in a junior social media or digital marketing role.

· Experience of running successful social media campaigns, using social media platforms, scheduling systems, reporting and achieving business and marketing objectives through the use of social media

· Experience of generating creative, on brand content against a forward plan, including but not limited to video production, copywriting and photography

· Experience of briefing creative suppliers (designers, videographers) to achieve a brief

· Experience of integrating social media into the wider marketing mix

· Experience in social media data, insight, performance analysis and reporting 

Qualifications

· Possess at least 5 GCSEs grades A-C (or equivalent qualifications) 
· Qualified to minimum of Level 3 in maths and English.
Disposition 
· Positive, can do attitude
· People person
· Adaptable to change
Special requirements

· Enhanced DBS Clearance which is satisfactory to the College

· Evidence of qualification certificates

· References which are satisfactory to the College

· Medical Clearance

It would be good if you also had: 

Skills & Knowledge

· Practical experience of using digital content creation and production and scheduling tools, such as Sprout Social, Tweetdeck, Hootsuite, Photoshop, GIF makers
· Experience of using video editing software such as Premier Pro
Experience

· Proven ability to build engagement with, and advocacy for, social media within organisations 

· Blogging experience 

Qualifications

· Degree level (or equivalent) in marketing, digital media or related subject.
· Relevant professional qualification such as Institute of Direct & Digital Marketing (IDM)
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