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INTERIM SOCIAL MEDIA EXECUTIVE
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Fixed term to cover for a period of maternity leave until 30 July 2027, full-time (35 hours per week) 
Based at: Chesterfield, Derby, Nottingham or Leicester with agile working. Additional travel will be required to attend events and collaborate with the team in Chesterfield
Salary: £25,000 to £27,000 per annum (dependant on experience) 

1. 	MAIN PURPOSE OF THE ROLE

To develop and execute the social media strategy across the organisation to deliver member-centric content for both internal and external stakeholders. This includes the Chamber’s social media platforms and the Chamber’s three networks – Generation Next, Enterprising Women and the East Midlands Manufacturing Network.  

The role plays a critical part in driving key performance indicators (KPIs) across the Chamber, it’s networks as well as driving engagement, reach, brand and campaign awareness.

2. 	POSITION IN ORGANISATION

· Reports to the Head of Marketing.
· Day-to-day liaison with the Chamber marketing team.
· Day-to-day liaison with other Chamber departments to support their business objectives.

3. 	DUTIES AND KEY RESPONSIBILITIES

· Develop, implement and manage social media strategies that build brand awareness, generate engagement, traffic, enquiries and sales.
· Day-to-day management of our social channels: scheduling, monitoring comments, re-sharing and performance reporting.
· Responsible for the consistent implementation of Chamber brand identity and tone of voice across all social platforms.
· Champion and develop new and engaging social media content for both the Chamber and its three networks, relevant to audience. 
· Collaborate with the marketing team and other departments to co-ordinate engaging campaigns aligning to our objectives.
· Work with external agencies or partners to co-ordinate promotional campaigns.
· Manage and analyse paid-for social media activity across all Chamber channels.
· Setting and delivering social KPIs to support business objectives.
· Report monthly on social media statistics and coverage.
· Analyse social reports in co-ordination with other marketing and departmental metrics to gain insight on effectiveness to drive future social media improvements.
· Be the day-to-day champion of social channels and work collaboratively with agencies/external partners and internal teams to develop creative assets and messaging.
· Staying up to date with social media trends and best practices and sharing these with the wider organisation. 
· Out of hours work and travel will be required (i.e. evenings and early mornings) for social media coverage at events. Regular travel will also be expected to attend events out of hours and within working hours.  
· Any other reasonable duties.


4. 	PERSON SPECIFICATION  

	Knowledge
· Knowledge of Chambers of Commerce.
· Knowledge of the business support landscape in Derbyshire, Nottinghamshire and Leicestershire.
	


	
desirable

desirable

	Experience
· Proven experience in a social media role, ideally within business-to-business communications.
· Demonstrable background of social media content planning, creation and publishing.
· Experience in social media strategy development.
· Experience in creating robust content planning and publishing processes and establishing quality standards.
· Experience in social media advertising and paid promotion.
· Experience of working in a busy marketing team.
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desirable

	Qualifications
· Marketing degree/CIM/Digital Marketing qualification or equivalent by experience.
	
essential

	



	Skills and abilities
· A passion for social media and the latest trends.
· Strong creative skills across a range of mediums.
· Sound knowledge of social media platforms.
· Confident in recommending creative ideas and communicating to internal and external teams.
· A passion to deliver excellent customer service.
· Understanding of the wider digital marketing landscape.
· Confident in building excellent working relationships with teams both in-person and remote.
· Be instrumental in delivering social KPIs to support business objectives.
· Ability to prioritise workload and output.
· Experience using Canva.
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	Personal attributes
· Takes responsibility.
· Celebrates and is proud of success.
· Supports others and works well with a team.
· Creative and challenges tradition.
· Must be dependable and reliable.
· Must be able to exercise tact and diplomacy at all levels.
· Must be able to work under own initiative.
· Full driving licence (able to drive in the UK for business purposes)
· Willing and able to use own transport to visit other offices and attend events.
· Must be prepared to work flexibly in terms of working hours.
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5. 	ADDITIONAL INFORMATION

This role is eligible to participate in the Chamber’s agile working policy.


Employee name: _________________________ 


Employee signature: ______________________
    

Date signed: ________________

Form 607 Mar’23 – Job description/person specification	2

image1.jpeg
east midlands
chamber
Derbyshire | Leicestershire | Nottinghamshire




