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[bookmark: ​Key_Accountabilities][bookmark: Experience][bookmark: Personal_Attributes]Job title: Social media manager
Reports to: Associate director, digital experience
Working pattern: Full-time, hybrid, with a minimum 2 days in office with some travel in London/UK


1. About my role

The Social Media Manager delivers Art Fund’s social media strategy through the creation, publishing and reporting of great content across our social channels. They play a crucial role in growing audiences, expanding our membership, telling the story of our charitable mission, and building our brand awareness. They will lead on the delivery of social media content and campaigns, integrate social across Art Fund’s digital communications, and be a source of insight and expertise on developments and trends on social media.

2. How we work

Collaborative & Inclusive
· We work together to achieve success and make the most of opportunities		
· We value contribution - ensuring everyone's voice is heard and everyone's experience matters
· We keep up to date with internal and external activities -  proactively reaching out and positively responding to requests for support
· We care about each other, respecting and appreciating differences, so that everyone feels included

Curious & Innovative
· We try new things	
· We ask questions	
· We encourage openness and ideas
· We embrace change	

Expert & Impactful
· We do our best work, are clear on priorities and understand sometimes priorities change
· We make decisions based on insights and measurable results 			
· We communicate on a diverse range of subjects in ways that are accessible to everyone
· We share our knowledge and expertise, and draw on that of others, to get things done

Trusted & Trusting
· We're open and honest with each other, giving and receiving constructive feedback 
· We trust others to involve us at the right time			
· We are trusted, and trust others, to do their best work and deliver on time
· We celebrate success, learn from mistakes and have a no blame culture


3. Key accountabilities

Content planning and production

· Produce high-quality and engaging social media content in support of our social media strategy and organisational objectives – recommending great cultural experiences in the UK, telling the story of our charitable purpose and building our brand in a range of formats
· Lead on organic social to support integrated or paid campaigns, for example new brand or ecommerce campaigns, in close collaboration with our Membership team
· Generate creative ideas to help grow our social audiences in response to trends, analytics and audience insight, in line with our organisational priorities and business objectives
· Brief creative concepts and requirements to agencies, influencers, designers and videographers to support social content and campaigns
· Upskill internal staff on content capture and creation
· Manage and prioritise requests from staff teams as part of the briefing process

Reporting and insight
· Analyse and report on the performance of social content and channels, and share key insights and performance updates with the wider team and key stakeholders
· Measure success against the social strategy's KPIs and organisational OKRs
· Act as source of advice and guidance on social media across the organisation

Moderation and community management
· Moderate social content created by internal teams, and train new contributors to support the content operating model
· Oversee monitoring and community moderation of Art Fund’s social media channels, including operational support on very occasional evenings and weekends (in exchange for Time Off in Lieu)

Relationship and risk management
· Manage relationships with agency partners to deliver content plans and associated assets to support BAU activities and campaigns
· Protect Art Fund's reputation on social media by ensuring social content is accurate, meets brand, style and tone of voice guidelines, and following escalation policies where necessary
· Support the delivery of crisis communications where necessary

Other:

· To work within Art Fund policies and procedures including, but not limited to, health and safety, data protection, sustainability, procurement, AI, technology and equality, diversity and inclusion
· To actively participate in the wider life of the Art Fund
· To undertake other duties as requested by the Art Fund from time to time


4. About me

	
	I have
	I might also have 

	Knowledge


	· A strong understanding of what makes compelling social and online content
· An up-to-date knowledge social media trends and best practice
· Good knowledge of social media management and analytics tools 

	· Experience using Sprout Social and Google Analytics

	Skills


	· Copywriting, copyediting, proofreading and English language skills
· Ability to connect and engage with audiences via social media
· Ability to create compelling video and image assets for social
· Metrics, audience insight and data analysis

	· Experience using Photoshop / Creative Cloud / Canva / Sprout Social / Trello Project Management tools / MS Office

	Experience


	· Proven experience of managing social channels for a brand or organisation
· Good experience of developing and implementing social media strategies
· Good experience of content creation for social channels 
· Experience optimising communications with audiences on social media
· Experience of leading social media marketing campaigns 
· Experience of commissioning and editing film and audio content, especially for social use
· Experience of managing external agencies and suppliers 
· Experience of working with creators and influencers to boost the reach and effectiveness of social media campaigns

	· Experience working in the non-profit, heritage, arts or culture sectors
· Experience of providing internal training or upskilling colleagues
· Experience of fundraising and e-commerce on social media  

	Personal Attributes


	· Highly organised with attention to detail
· Ability to work under pressure and to tight deadlines
· Audience-focused
· A team player with strong communication skills
· Proactive

	· Interest in art and its potential to inspire and excite the public
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