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Job Description
	Job Title
	Social Media Lead

	Reports to (role)
	Marketing Manager

	Team
	Fundraising and Communications

	Standard hours
	22.5 per week

	Salary
	£25,627.00 pro rata based on 22.5 hours

	[bookmark: _Hlk190976860]Standard location
	Office based or hybrid (Tuesdays in the office)

	Contract – full time or part time
	☒ Permanent
☐ Fixed term, duration:

	Purpose of the role
	To lead the development and delivery of Age UK Gloucestershire’s social media strategy, enhancing the charity’s online presence, engagement, and reach. This role will create and manage compelling content across platforms, foster community interaction, and use data-driven insights to optimise performance. Working closely with the Fundraising & Communications Team, the Social Media Lead will ensure that all activity aligns with the charity’s brand, values, and strategic objectives.

	Principle Tasks
	
Social Media Strategy Development
· Carry out a full audit and analysis of all Age UK Gloucestershire’s social media platforms and activity.
· Develop a social media strategy and activity schedule across all platforms in line with Age UK Gloucestershire’s strategy and business plans.
· Create a social media growth strategy, identifying organisations and individuals to follow and engage with to increase presence
· Monitor trends and platform updates to ensure best practice across social media activity.
· Take ownership of the Age UK Gloucestershire Online Facebook Community Page, posting, encouraging interactions, developing membership and engagement.
· Investigate the viability of platforms not currently used by Age UK Gloucestershire, such as Tik Tok.  Create accounts and generate content as appropriate.
· Identify influencers who align with the Age UK Gloucestershire strategy and explore collaboration opportunities.

Content Management
· Plan, create, schedule and publish engaging content across Facebook, Instagram and LinkedIn, aligned with the Age UK Gloucestershire brand and tone of voice.
· Use tools such as Meta to schedule and manage content publication.
· Build a content calendar in line with monthly marketing campaigns and activities taking place across the charity and other relevant topics.
· Create a calendar of appropriate awareness days (eg Giving Tuesday, International Day of Older People) developing timely and aligned content that connects Age UK Gloucestershire to these events and amplifies the charity’s mission.
· Monitor social media channels for conversations and mentions related to older people, charity activity and relevant themes ensuring all engagement reflects Age UK Gloucestershire’s brand.

Content Creation
· Create content for all social media platforms, adapting the approach to suit each one appropriately.
· Use Canva to create engaging on-brand visuals for social media. 
· Produce compelling written content to accompany visuals, adapted to each platform.
· Plan, place, and monitor paid and organic adverts across social media platforms to support campaigns and increase visibility.
· Create and edit short-form video content for Reels, Stories, Tik Tok and website use.
· Work collaboratively with colleagues across the charity to gather meaningful stories and insights that can be transformed into compelling, high impact social media content.
· Capture vlog-style content to bring the Age UK Gloucestershire brand and services to life.

Community Engagement
· Engage with Age UK Gloucestershire’s social media community by responding to comments, messages and enquiries in a timely manner and in line with brand and tone of voice.
· Encourage meaningful and positive online interactions to strengthen audience engagement.
· Interact and engage with other organisations’ social media to grow reach, followers and Age UK Gloucestershire’s profile and voice.

Performance Analysis
· Track, analyse and report on social media performance, using analytical tools like Meta Business and Google Analytics, and make data-driven improvements to social media activity.
· Use analytics to evaluate advertising performance and optimise targeting, budget and messaging to continually improve results.
· Update Age UK Gloucestershire’s dashboard monthly, reporting on social media insights.

Team Work
· Collaborate with the wider team and suggest ways social media can enhance campaigns and activity.
· Supporting the Marketing and Fundraising Team with campaigns, printed collateral, digital assets, activities and events as and when requested.
· Generate relevant content and carry out website updates using a CMS system.

General
· Safeguarding - Adhere to the charity’s safeguarding policies and procedures, and report any concerns in accordance with protocols.
· Health & Safety - Comply with all health and safety requirements and take reasonable care for your own and others’ welfare in the workplace.
· Equality, Diversity & Inclusion - Promote and support the charity’s commitment to equality, diversity, and inclusion, and challenge discrimination where encountered.
· Confidentiality - Maintain strict confidentiality regarding all information about service users, staff, and the organisation.
· Data Protection - Observe and uphold data protection legislation and policies relevant to your role, ensuring the privacy and security of personal data.
· Teamwork - Collaborate with colleagues and contribute to a positive team environment.
· Professional Development - Participate in necessary training, supervision, and appraisals, and take responsibility for your own ongoing professional development.
· Organisational Representation - Positively represent the charity at all times and act as an ambassador for its values and mission.
· Flexibility - Undertake any other reasonable duties as required by management, in line with the changing needs of the organisation.
· Compliance - Work in accordance with all charity policies, procedures, and the values set out by the charity and relevant regulatory bodies (e.g. Charity Commission).

	Person Specification
	
· Proven experience in social media management (Facebook, Instagram, LinkedIn) for a charity, organisation or brand.
· Demonstrated ability to develop and implement social media strategies that drive engagement and growth.
· Strong understanding of various social media platforms, their best practices and emerging trends.
· Experience using scheduling tools and analytics platforms (eg Meta Business Suite, Google Analytics) and reporting on performance.
· Knowledge of paid social media advertising campaigns with the ability to analyse performance and refine strategies accordingly. 
· Ability to take ownership of social media planning, thinking ahead to develop and schedule content that aligns with the marketing campaign calendar.
· Able to respond quickly to relevant opportunities and trending social media content.
· Proficiency in using Canva to design and create eye-catching social media visuals
· Excellent written and storytelling skills to develop content which engages with social media audiences.
· Comfortable filming, editing and creating video content for social media and website.
· Basic knowledge of CMS systems for website updates.
· Highly organised, adaptable and able to juggle multiple deadlines.
· Creative thinker with an eye for detail and brand consistency.
· Collaborative team player with strong interpersonal skills.
· A genuine belief in Age UK Gloucestershire’s mission to make life better for older people and a desire to amplify that message online.
· Committed to inclusivity and representing the voices of older people authentically.




Note: This job description is non contractual and is not exhaustive and may be added to or changed to from time-to-time following discussions with the post holder and line manager.
	Signed: 
(employee)
	
	Date:
	


	Signed: 
(manager)
	
	Date:
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