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Job Description  
	Post Title: 	
	Social Media Officer (Mayoral Office)

	Salary Band:
	£34,434 - £47,181 (tentative until formal job evaluation has taken place)

	HEYCA Grade:
	3

	Contract type: 
	Permanent

	Reporting to:
	Strategic Content and Digital Lead Officer

	Service Areas:
	Mayoral Office

	Political Restriction:
	Yes
This post is politically restricted under the Local Government and Housing Act 1989, as amended by Local Democracy, Economic Development and Construction Act 1989.  The post holder may not have any active political role either in or outside of work, specifically may not hold political office

	Line Management Responsibilities
	None.

The postholder will report to the Strategic Content and Digital Lead Officer and work collaboratively with colleagues across communications, engagement, policy and corporate teams to support the delivery of digital communications activity.




	1. Primary Purpose of Post

	To support the delivery of the Mayor's digital communications, social media and audience engagement activity, helping to promote the Mayor's priorities, initiatives and achievements across digital and social media channels.

Working under the direction of the Strategic Content and Digital Lead Officer, the postholder will create engaging content, manage day-to-day social media activity, support digital campaigns and monitor audience engagement to help increase public awareness and understanding of the work of the Mayor and Combined Authority.
The postholder will contribute to the delivery of content plans and campaigns, provide insight on audience engagement and emerging digital trends, and help ensure communications remain engaging, accessible, consistent and aligned with organisational priorities.

The role will monitor social media activity and online conversations, identifying opportunities to enhance engagement and escalating reputational, sensitive or politically significant issues through appropriate channels.


	2. Role Responsibilities

	Social Media Management
· Manage the Mayor's social media channels on a day-to-day basis in line with agreed content strategies and communications plans. 
· Create, schedule and publish content across social media and digital platforms. 
· Respond to audience engagement and enquiries through digital channels in accordance with agreed protocols. 
· Monitor social media activity and identify opportunities to increase audience engagement and reach. 
· Support the maintenance of a positive and professional online presence for the Mayor's Office. 
· Keep up to date with emerging digital trends, platform developments and audience behaviours. 
Content Creation
· Produce engaging written, visual and multimedia content for digital and social media channels. 
· Draft social media posts, articles, campaign content and promotional materials. 
· Support the creation of photography, video and graphic content to enhance digital communications activity. 
· Ensure all content reflects agreed messaging, tone of voice and brand standards. 
· Contribute to content calendars and forward planning activity. 
· Create accessible content that meets digital communications and accessibility standards. 
Campaign Delivery
· Support the delivery of digital communications and marketing campaigns that promote Mayoral priorities and organisational objectives. 
· Assist with the promotion of key initiatives, consultations, events and announcements. 
· Work with colleagues across the organisation to gather content and promote key messages. 
· Contribute ideas and creative approaches to improve campaign performance and audience engagement. 
· Support event coverage and live digital communications activity where required. 
Analytics and Insight
· Monitor social media performance and audience engagement using analytics tools. 
· Produce regular reports on channel performance and campaign activity. 
· Use audience insight and engagement data to identify trends and opportunities for improvement. 
· Support the evaluation of digital communications activity and recommend improvements where appropriate. 
Reputation Management
· Monitor online conversations, public sentiment and stakeholder feedback across digital channels. 
· Identify emerging issues and escalate reputational, sensitive or politically significant matters to the Strategic Content and Digital Lead Officer. 
· Support the delivery of communications activity that reflects organisational values and priorities. 
· Ensure that digital engagement is professional, responsive and aligned with agreed communications protocols. 
Governance and Compliance
· Ensure all content complies with organisational policies, accessibility requirements, data protection legislation and communications guidance. 
· Apply quality assurance processes before publication. 
· Maintain accurate records of content and communications activity. 
· Contribute to the continuous improvement of digital communications processes and ways of working. 
· Support compliance with relevant electoral, political and public sector communication requirements where applicable.
 


Person Specification
	 Qualifications
	E = Essential
D = Desirable 

		Educated to degree level or equivalent relevant experience in communications, marketing, journalism, public relations, digital media or a related discipline
	



	Driving Licence
	



	Professional qualification in communications, marketing, digital communications or a related discipline



	E

D
D


 







	 Experience and Knowledge
	E = Essential
D = Desirable

		Experience working in communications, digital engagement, marketing or content development
	



	Experience creating and managing content across social media platforms
	
	



	Experience supporting digital communications or marketing campaigns
	
	



	Experience producing engaging written, visual and multimedia content
	



	Experience using social media management and analytics tools
	



	Experience working with brand guidelines and communication standards



	Experience working with a range of stakeholders and contributors
	



	Understanding of social media management and digital communications best practice
	
	



	Understanding of audience engagement and digital marketing principles



	Understanding of reputation management and online engagement
	



	Understanding of public sector communications and political sensitivity considerations



	E

E
E

E

E
E

E

E
E

E

D



 
	 Skills, Abilities and Personal Attributes
	E = Essential
D = Desirable

	Excellent copywriting, content creation and storytelling skills		
Strong social media management and digital communications skills		
Ability to create engaging content for a range of audiences and platforms		
Good understanding of branding and audience engagement principles		
Ability to interpret analytics and audience insight data		
Strong organisational and planning skills		

Ability to manage multiple priorities and deadlines effectively		
Excellent communication and stakeholder engagement skills		
Strong attention to detail and commitment to quality		
Sound judgement and awareness of reputational considerations		
Ability to work independently and as part of a team	
	
Creative, proactive and audience-focused approach to communications
	E
E
E

E
E
E

E
E
E

E
E

E




	 Commitment and Behaviour Competencies
	E = Essential
D = Desirable

	· We do it when we say we will 
•	We aim for excellence 
•	We keep people informed 
•	We strive to learn and develop 
· We give and receive constructive feedback and act on it

· We treat others with respect and dignity at all times

· We will be open and honest in a respectful manner 

· We will maintain confidentiality

· We will ensure compliance with Corporate Governance procedures, procurement regulations and the Data Protection Act 

· We will behave according to the Employees’ Code of Conduct.  
	E
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Note: This Job Description is not exhaustive, and employees will be expected to undertake other responsibilities commensurate with the seniority of the post.  
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