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Job Description
Job Title:		Social Media & Marketing Officer

Contract Term:	Subject to a 6 month probationary period 

Location: 		Remote with occasional visits to our sites

Contract Type: 	Sessional/Freelance

Salary: 	£120 per day (no more than 1 day a week, can be worked at 2 half days a week)
Role Overview
We are seeking a creative and strategic Social Media & Marketing Officer to amplify our community impact through compelling digital storytelling and strategic content management. This role combines content creation (visual and video), community engagement, and strategic communications to showcase our work, celebrate community successes, and build meaningful connections across our digital platforms.
Key Responsibilities
1. Planning & Scheduling
Quarterly Service Newsletter Development
· Develop and execute quarterly newsletters for website and social media platforms
· Create content themes that align with organisational goals and community needs
· Maintain editorial calendar ensuring consistent, timely content delivery
Good News & Wins Content Stream
· Identify and curate success stories and organisational milestones
· Interview beneficiaries, staff, and community members to capture impact stories
· Develop case studies highlighting programme effectiveness and community transformation
· Create celebratory content around new partnerships, funding announcements, and organisational achievements
· Track and report on community wins and positive outcomes for social proof
Events & Workshops Promotion
· Plan comprehensive event promotion strategies across all social platforms
· Create pre-event buzz through countdown posts, speaker highlights, and programme previews
· Develop live-event social media coverage including real-time updates and behind-the-scenes content
· Produce post-event recap content highlighting key takeaways, attendee testimonials, and community impact
· Research and promote relevant external events and opportunities that align with organisational mission
2. Content Collection
Spotlight Interview Programme
· Conduct regular spotlight interviews with trustees, patrons, staff, and young people
· Develop interview frameworks that showcase individual stories, aspirations, and community connections
· Create diverse content formats including written profiles, video interviews, and audio testimonials
· Focus on personal journeys, hopes, dreams, and how St Paul's Community Development Trust supports individual growth
· Maintain interview archive for website feature articles and social media series
Community Story Gathering
· Build relationships with community members to identify compelling stories
· Coordinate photo and video shoots for authentic community representation
· Collect user-generated content and community testimonials
· Document program activities and community events for future content use
Website Integration & Content Management
· Collaborate with website hosting provider to ensure seamless content integration
· Upload and format stories, news articles, and community updates on organisational website
· Create cross-platform content linking strategy connecting website articles to social media campaigns
· Maintain consistency between website content and social media messaging
3. Content Sharing & Promotion
Social Media Strategy
· Develop social media strategies and campaigns 
· Develop strategic resharing approach to maximise content reach and engagement
· Create content adaptation for different platforms (Instagram, Facebook, X, LinkedIn, TikTok)
· Implement cross-platform promotion ensuring consistent brand messaging
· Schedule optimal posting times based on platform analytics and audience engagement patterns
· Drive traffic from social media platforms to website stories and news articles through strategic linking
· Create engaging social media teasers that encourage followers to read full stories on website


External Partner Updates & Stakeholder Communications
· Share organisational updates, programme outcomes, and community impact data with key stakeholders
· Develop stakeholder-specific content that demonstrates organisational value and community benefit
· Create shareable content packages for partners to amplify organisational reach
· Collaborate with internal teams, volunteers, and external partners to support campaigns and events
Community Engagement Management
· Monitor and respond to social media comments, messages, and community feedback
· Build online community through consistent engagement and authentic interactions
· Develop hashtag strategies to increase content discoverability and community connection
Essential Skills & Experience
Technical Skills:
· Proficiency in major social media platforms (Instagram, Facebook, Twitter, LinkedIn, TikTok)
· Experience with social media scheduling tools (Hootsuite, Buffer, Sprout Social)
· Video editing capabilities for short-form content creation
· Analytics and reporting experience (Google Analytics, social media insights)
· Website content management systems (WordPress, Drupal, or similar CMS platforms)
· Knowledge of digital cross-platform linking strategies 
Communication Skills:
· Excellent written communication with ability to adapt tone for different audiences
· Interviewing and storytelling expertise
· Experience creating compelling visual and video content
· Understanding of community engagement and digital relationship building
Experience Requirements:
· Minimum 2-3 years social media marketing experience, preferably in nonprofit or community organizations
· Demonstrated success in growing social media followings and engagement
· Experience working with diverse communities and stakeholders
· Knowledge of third sector communications and community development principles
Desirable Qualifications
· Degree in Marketing, Communications or related field or demonstratable equivalent work experience.
· Experience with email marketing platforms and newsletter creation
· Knowledge of website content management
· Basic graphic design skills (Canva, Adobe Creative Suite)
· Understanding of accessibility requirements for digital content
· Experience with community organising or grassroots advocacy
Personal Attributes
· Passionate about community development and social justice
· Creative problem solver with strong attention to detail
· Ability to work independently while collaborating effectively with team members
· Cultural sensitivity and understanding of diverse community needs
· Proactive approach to identifying content opportunities and community connections
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