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	Post title

	Social Media Officer

	Salary

	SCP 7 to 17 (£26,403 to £31,022 FTE, 2025/26 NJC rates)


	Hours

	Full time (part time or job share considered)

	Contract

	Permanent 

	Location

	Based mainly in Manchester, with regular travel to community events across the North of England and the Midlands (including Leeds, Liverpool, Wakefield and Coventry)


	Accountable to

	Chief Executive Officer


	Aim of job

	BHA For Equality is looking for a creative, organised and enthusiastic Social Media Officer to bring our work to life across our social media channels. This is a hands-on content role: you will plan, create and post engaging content, manage our community online, and get out to our events across the region to capture stories and content on the ground.
The content plan and key messaging will be agreed with the Senior Management Team and the Campaigns Lead. Your focus is on turning that plan into strong, consistent, day-to-day content.




Main duties and responsibilities:
Content creation
1. Create engaging day-to-day content for Instagram, Facebook, LinkedIn and others in line with the content plan agreed with the Senior Management Team and Campaigns Lead
1. Design simple graphics and short videos using Canva and other tools as needed
1. Produce short-form video content, including basic editing
1. Adapt tone and format of content to suit each platform and audience
Community management
1. Monitor and respond to comments and messages across all BHA social media channels in a timely and appropriate way
1. Build positive engagement with our online community, escalating any safeguarding, complaints or sensitive issues appropriately
1. Understand when to raise comments with staff or senior management
Events and content gathering
1. Attend community events run by BHA, mostly in Manchester and occasionally in Leeds, Liverpool, Wakefield and Coventry, to capture photos, video and stories
1. Chat informally with attendees at events to gather content and stories, always following BHA's consent and safeguarding procedures (training provided)
1. Work with colleagues to identify good content opportunities from across BHA's services and projects
Working with others
1. Work alongside the Campaigns Lead and project teams as needed, to support wider campaigns and projects
1. Report to the CEO on content performance and plans
1. Keep up to date with social media trends, platform changes and best practice, feeding ideas back into the content plan
General
1. Complete training on consent, safeguarding and confidentiality when working with service users, and follow BHA's procedures at all times
1. Undertake any other duties reasonably required, in keeping with the level of the role

Work Related Circumstances
1. Work in accordance with all BHA policies, procedures and guidelines.
1. Work in accordance to all relevant legislation such as health and safety in the work place.
1. Ensure all services are developed and delivered within BHA and national/sector quality standards, clinical governance, safeguarding procedures and national guidance to deliver safe and effective services
1. Receive direction and support from your line manager and undergo regular supervision.
1. Through supervision identify training needs and take development opportunities offered through the organisation.
1. You will be expected to travel as part of this post to external meetings and other stakeholders or BHA events on an ad-hoc basis.
1. Keep accurate, confidential and up-to-date work records, in line with the organisation’s policies and procedures.
1. Produce regular reports, reporting on progress. Respond flexibly to the changing needs of the service and service users.
1. Attend and contribute to team meetings and other BHA meetings as required and appropriate. 
1. Work cooperatively with other members of the team, sharing ideas and participating constructively in staff training and team meetings.
Continuous Professional Development
· Take every opportunity to maintain and improve professional knowledge.
· Participate in personal development reviews and the production of a personal development plan.
 
Confidentiality
· The post holder must be able to recognise the importance and sensitivity of issues, ensuring that confidentiality is maintained at all times in conjunction with BHA confidentiality policies.
 
 
All individuals will have some risk management responsibilities with which you are required to comply – this is set out in BHA’s Risk Management Policy. All staff have a responsibility for Data Quality.  This will vary according to individual job roles.
 
BHA is committed to developing an environment that embraces diversity and promotes equality of opportunity.


The above duties are not intended to be an exhaustive list, but an indication of the requirements of the post.  The duties within this may be varied from time to time to reflect the changing needs of the organisation and its services.         
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[bookmark: OLE_LINK2][bookmark: OLE_LINK1]The following points are mandatory for this role and will be checked during the interview process. You will be asked to confirm your agreement to these points in the Application Form.


· [bookmark: _Hlk75281746][bookmark: OLE_LINK6]Prepared to abide by the Values and Ethos of BHA For Equality
· Driving license & access to a vehicle desirable (for attending events)
· Occasional flexibility around working hours may be required, including rare evening or overnight commitments for events. We are happy to discuss flexible working arrangements and reasonable adjustments to help you meet this requirement
· Entitlement to work in the UK
· A suitable DBS check

[bookmark: _Hlk75281759][bookmark: OLE_LINK7]On the application form, please tell us about the following

· Tell us about your experience creating content for social media, in a personal, voluntary or professional capacity, including your experience using Canva or a similar design tool. (~100 words)
· Give an example of how you've adapted your writing tone and style for different platforms or audiences. ~100 words)
· Describe how you would approach engaging informally with people at a community event, including being sensitive to issues of consent, confidentiality and safeguarding.( ~100 words)
· How do you organise your own workload to deliver against an agreed content plan, working independently? (~100 words)

At the interview you may be asked about any of the above, plus about any of the following

· Experience with basic video editing (for example CapCut or similar)
· Experience using social media scheduling tools (for example Buffer or Hootsuite)
· Basic understanding of social media analytics and insights
· Flexible, positive and proactive approach to work
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