
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Social Media Coordinator 
Full Time 

 
Job Title: Social Media Coordinator 
Department: CEO Office 
Reporting to: Operations Manager 
Responsible for: N/A 
Salary: Competitive (dependant on experience) up to £25k 
Working Hours 37.50 (flexible) 
Location: Yorkshire 
Job Purpose: To manage a growing social media presence as well 

as other marketing channels. The Social Media 
Coordinator will have a strong interest in social media 
and the commercial impact it has and be up to speed 
on all new and developing social media and digital 
innovations. The Social Media Coordinator will ensure 
that the company’s social platforms are generating 
buzz and excitement, which drives new visitors to the 
site and ensures the brand is top of mind in new and 
existing markets. 

 
 
Main Responsibilities 
 

1. Manage the organisations social media channels, including Twitter, LinkedIn, 
Facebook, and other relevant platforms 

2. Create dynamic written, graphic, and video content 
3. Create content that promotes audience interaction, increases audience 

presence on company sites, and encourages audience participation 
4. Propose new ideas and concepts for social media content 



5. Use timelines and scheduled content to create a consistent stream of new 
content for audience interaction while analysing, managing, and altering 
schedules where necessary to optimise visits 

6. Continuously competitor research and best practice. 
7. Create monthly social media content for sponsorship agreements 
8. Write daily news for the website and create accompanying social media 

support, supporting with acquiring and promoting customer case studies and 
testimonials 

9. Track and monitor with Google analytics   
10. Track social media trending topics, news and current affairs 
11. Work with copywriters to create content that is engaging and optimised for SEO 
12. Produce monthly reports showing progress 
13. Repurpose News and Editorial and PR content into smaller bitesize, engaging 

chunks for Social Media platforms 
14. Stay on top of the newest social features, trends, and engagement hacks 
15. Report and analyse weekly metrics across all Social Media channels 
16. Grow and expand social media presence into new platforms. 

 
Other Responsibilities 
 

1. To provide a helpful, professional and flexible service to internal or external 
customers of the organisation 

2. To act in accordance with SKT values and positively represent the organisation 
in all aspects of your work. 

3. To operate in accordance with SKT’s policies and procedures. 
4. To act in a safe manner which safeguards the health and safety of yourself and 

others.  
5. To be aware of diversity and inclusion relating to the needs of staff and 

demonstrate these principles in all aspects of your work. 
6. To be familiar with and comply with SKT’s safeguarding requirements which 

protect the welfare of children and vulnerable adults. 
7. To participate in and take responsibility for your own learning and development 
8. To undertake a DBS check if required. 
9. To undertake any other duties required by your line manager appropriate to 

your position within the organisation.   
 
NOTE: Please be aware that the duties and responsibilities outlined above are not 
exhaustive, nor are they shown in the order of priority or frequency.  They may be 
varied from time to time after consultation with the post holder.  You may, from time to 
time, be required to work evenings, Saturdays or on a Sunday 
 
 
 



Person Specification 
Key: Qualification (Q)  (S) Skills  

Experience (E)  (A) Ability  
Knowledge (K)   (C) Commitment 
 

 Specification Essential Desirable 
(Q) 

 
a. Educated to a degree level, or qualified 

through experience. 
b. Any professional or other qualification relevant 

to executive office support, business 
administration or NGO management. 

  
 
 

(E) a. 2 years' experience of working in a social 
media marketing role 

b. Experience in managing and developing social 
media channels to drive engagement and 
brand awareness 

c. Experience in recognising company branding 
and aesthetic guidelines and maintaining 
consistency. 

d. Up to date with the latest social media trends 
and tools 

e. Experience of managing multiple social media 
platforms including, but not limited to, 
Facebook, LinkedIn, Twitter, Instagram, 
YouTube, TikTok, SnapChat, and Google+ 

f. Experience of social media, web and email 
reporting tools including Google Analytics and 
email platform reporting functions such as 
Mailchimp 

g. Experience of using social media scheduling 
platforms 

h. Experience in using video editing tools 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(K) a. Excellent knowledge and sound 
understanding of the NGO sector and the 
business support needs associated with it. 

  
 
 



(S) a. Strong communication skills. 
b. Excellent command of MS Office applications, 

in particular Excel. 
c. Excellent organisational and interpersonal 

skills both written and verbal  
d. Excellent copy writing and proofing skills 

including the ability to communicate to 
different groups using the appropriate tone of 
voice and excellent spelling and grammar 

e. Being a quick, responsive, and a clear 
communicator 

 
 
 
 
 
 
 
 
 
 
 

 

(A) a. Ability to manage multiple projects 
simultaneously 

b. The ability to hold confidential information and 
work in a discreet manner.  

c. The ability to work well under pressure and 
meet tight deadlines. 

d. Able to multi-task, juggling many balls at the 
same time 

e. Represent the organisation and the CEO’s 
office in a positive manner.  

f. Demonstrate the flexibility and energy 
required to reach to goals of the organisation. 

g. Possess the ability to maintain composure in 
situations and act in a calm measured way.  

h. Ability to work unsociable hours as required in 
response to emergency appeals 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

(C)  a. The willingness to work outside normal office 
hours. 

b. Commit to withhold the integrity and standards 
of SKT and its values. 

 
 
 

 

 
 


