Social Media Assistant
Job Specification

The Social Media Assistant is a driven, creative, and social media obsessed
individual. They have a proven passion for content and are always on the hunt for
the next social media trend. The Social Media Assistant is primarily responsible for
supporting the Social Media Manager with the progress and development of existing
social media channels as well as assisting in the launch of new channels over time.
They have a thorough understanding and genuine interest in social content.

Responsibilities

Obtaining all props/materials ahead of shoot days.

Work with the Creative Social Media Manager to monitor and report
engagement and performance across all channels.

Stay ahead of social trends and new platforms.

Assist with community management across digital platforms.

Support with social media asset creation, video editing and social copy.
Ensure we are up to date with showcasing any traditional media events.
Assist with content research.

Assist with collating copy and imagery for the newsletter.

Assist the Creative Social Media Manager with any website maintenance or
updates.

Support the Creative Social Media Manager with collating analytics.
Keep PR Samples and logistics around these organised.

Ad hoc admin support.

Skills and Knowledge

Articulate and clear communication whether in person, by phone or by email.
Basic editing on Final Cut Pro, Splice, Canva essential. Desirable for other
editing software.

Experience with YouTube, Instagram, Facebook, Pinterest and blogs.

Being able to foresee potential issues or roadblocks in advance and
successfully navigate around those.

Must Haves!
e Full clean driving licence and car you can use. We are based in Northampton

and Olney so you’d need to get around!
e A positive, solution-lead attitude. Always go the extra mile!



