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          JOB DESCRIPTION

	JOB TITLE:
                      Social Media Assistant
Sector/Section:
           Marketing
Grade:


Admin / Support Scale £17,485 per annum

Directly responsible to:
Marketing & Corporate Communication Manager


	


	PURPOSE OF JOB:


You will support and deliver engaging social media content across a wide range of media sites to meet the strategic objectives set.



MAIN RESPONSIBILITES AND DUTIES TO THE POST:
1. Develop creative and relevant content contributing to the brand reputation whilst increasing engagement and reach.

2. Assist with the generation and implementation of short and longer term Pay Per Click Campaigns (PPC). 

3. Co-ordinate internal staff and students using the Social Media Ambassador programmes in order to identify content opportunities.

4. To coordinate the community management of the College’s social media platforms.

5. Analyse activity using Google Analytics and other monitoring tool. 

6. Assist with research projects linked to the development of the new college website

7. To assist with the implementation of marketing campaigns and evaluating their effectiveness

8. To assist with general marketing campaigns and events

9. Answer internal and external enquiries courteously and efficiently
10. To perform any other clerical and administrative duties commensurate with the grade of post, including photocopying, typing, preparing data and documents, etc. as required
11. Any other duties commensurate with the skills, knowledge and experience of the post holder as may be required from time to time by the College

12. The post holder may be required in pursuance of their duties to perform services not only for the corporation but also for any subsidiary

13. The post holder will be expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation

14. The post holder will be expected to comply with any rules and regulations, which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees

15. In carrying out their duties the appointee must:

· Comply with Health and Safety Regulations

· Be aware of the College statement on Health and Safety

· Be fully aware and comply with College policy on Equal opportunities.

	Place of Work

The principal place of work for the post will be the College’s premises at the Deane Road Centre.  However, the post holder may be required to work on either a temporary or an indefinite basis at any premises at which it may from time to time provide services.

Working Hours

You will be expected to work 37 hours per week.  Your pattern of work may vary from time to time.  In normal circumstances where you work beyond your contracted hours, time off in lieu may be given.  
Holidays are to be taken at times agreed with the line manager to suit the needs of the section.

Training

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All support staff will be required to participate in an annual staff development review.


	Probationary Period
If the post holder is a new employee to the College, the first 9 months of employment will be on a probationary period, during which the suitability of the post holder will be assessed.  The Corporation reserves the right to extend the probationary period if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one month’s written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal

In the interests of health and safety, smoking is not permitted in Bolton College.
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