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Job Description
Post:



Student Social Media & Video Assistant
Salary:



£7.85 per hour 
Hours:



Up to 52 hours per pay period
Responsible to:

Marketing & Communications Coordinator
Campus:


Primarily City, occasionally Walsall and Telford
Purpose of the post
To assist the Marketing & Communications department to deliver an engaging and informative social media presence for the Students’ Union, through creative writing and engaging content such as video.
Main Duties and Responsibilities
1. To produce engaging social media posts for events, services and projects received by the Marketing and Communications department; 
2. To answer or redirect comments, messages or queries that are received through the Students’ Union (SU) social media channels when required;
3. To collect and analyse statistical data from social media and identify trends when require;
4. To ‘live post’ from evening & weekend events as required;
5. To work with the permanent staff team and other marketing staff on developing strategies for the growth of SU’s  social media channels & improving the way we communicate with our diverse membership;
6. To be fully aware of trends in the social media sector & how the SU could capitalise on these to better reach our members;
7. To shoot and edit videos, and take photography to advertise the SU’s event, activities and campaigns.
8. To engage students face-to-face on a regular basis in order to inform them of SU related news, events, campaigns, promotions etc; 
9. To attend any compulsory training for the role, as and when required;
10. To adhere to corporate guidelines around marketing and communications;
11. To be compliant with the new GDPR, data protection regulations on video and photography, ie: get consent before taking videos.
12. To actively engage in your ongoing development by attending regular team meetings and 1-2-1s with your line manager;
General Tasks and Responsibilities
1. To uphold the Core Aims and objectives of the SU and ensure these are reflected in our work and conduct.
2. To attend team meetings and 1-2-1’s with your line manager, as required.
3. To undertake any necessary training associated with the role, as requested by your line manager.
4. To adhere to the UWSU’s staff confidentiality policy.
5. To comply with and fulfill your responsibilities under the SU’s Health & Safety policy.

6. To undertake any additional duties reasonably required that are deemed appropriate and commensurate with the role.

Person Specification
	You should be able to demonstrate in your application
	Essential
	Desirable
	Tested

By

	ELIGIBILITY & QUALIFICATION
	
	
	

	Current student studying for a University of Wolverhampton award  
	(
	
	AF

	Experience of using social media such as Facebook, Twitter and Instagram for personal use
	(
	
	AF/I

	Experience of using social media for business
	
	(
	AF/I

	Understanding of social media scheduling tools such as Hootsuite
	
	(
	AF/I

	Ability to shoot and edit video using editing software such as iMovie or Adobe Premier.
	(
	
	AF/I

	Customer service or communication experience
	(
	
	AF/I

	Understanding of the student market
	(
	
	AF/I

	Experience of working in a team
	(
	
	AF/I

	Ability to prioritise workload and satisfy deadlines
	(
	
	AF/I

	WORK RELATED EXPERIENCE
	
	
	

	Good IT based working knowledge / skill
	(
	
	AF/I

	Customer service experience
	
	(
	AF/I

	Promotional work experience
	
	(
	AF/I

	Dealing with queries and sign posting as appropriate
	(
	
	AF/I

	SKILLS AND ABILITIES
	
	
	

	Good communication skills, especially within the confines of social media
	(
	
	AF/I

	Ability to edit video
	(
	
	AF/I

	Good verbal communication skills
	(
	
	AF/I

	Ability to relate to a varied array of people
	(
	
	AF/I

	Ability to use initiative & adapt to different situations 
	(
	
	AF/I

	Ability to produce ideas on developing social media growth 
	(
	
	AF/I

	Good time management and flexibility 
	(
	
	AF/I

	Good organisational skills
	(
	
	AF/I

	Self-motivated and committed to perform tasks in hand
	(
	
	AF/I

	ADDITIONAL SKILLS & ABILITIES
	
	
	

	Hold a full driving licence & have own transport
	
	(
	

	A strong commitment to the principles of equal opportunities
	(
	
	AF/I

	Ability to work on your own or as a team member
	(
	
	AF/I

	Willingness to learn
	(
	
	AF/I

	Professional representative for UWSU
	(
	
	AF/I


Tested by = method by which you will be asked to demonstrate you possess this quality or attribute

   AF = Application Form

     I = Interview

