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SOCIAL MEDIA 
ASSISTANT   
 
Thank you for considering an opportunity at Beds SU. 
Please read the information provided in this document 
carefully, as it will outline the description and person 
specification for this vacancy.  
 
Should you wish to apply, please complete an online 
application form before the closing date. Unfortunately, we 
are unable to accept CV’s. 
 
The closing date for application is 31/03/19. 
 
The online application form can be found at 
www.bedssu.co.uk/apply 
 
When completing an application, please use the details 
provide to identify how you would be perfect for this 
position. We are particularly keen to hear how your 
experience helps you to meet the criteria outlined in the 
‘Person Specification’. We have highlighted the area that 
we are specifically looking to be identified in your 
application. 
 
We endeavour to respond to all applicants, however, if you 
have not heard from us within two weeks of the closing 
date, please assume that you have been unsuccessful on 
this occasion. 
 
Beds SU is committed to diversity and inclusion 
amongst its staff, reflecting the communities it serves. 
We are an equal opportunities employer and welcome 
applications from all suitably qualified persons 
regardless of their race, sex, disability, religion/belief, 
sexual orientation or age. 
 
 
  

Beds SU 
Campus Centre 

Park Square 
Luton  LU1 3JU 

 
Email: beds.su@beds.ac.uk 

 
Website: www.bedssu.co.uk 



 
 

 
 

JOB DESCRIPTION 
 
SOCIAL MEDIA ASSITANT 
 
Salary: £8.21 + 28 days holiday pro rata 
Location: Luton Campus (Bedford and Study Centre on occasions with expenses paid) 
Working Hours: Approx.12 hours per week (up to 20 hours during busy periods) 
Contract: Zero-hour casual student staff  
Department: Marketing & Communication 
 
Overall Purpose 
 
The purpose of the Social Media Assistant position is to work with the Marketing and 
Communications Team to help raise awareness of Beds SU, its representation and services, 
as well as events that Beds SU hosts or is a part of. Key responsibilities will include real-
time and live social media coverage, effective management of all social media channels 
during shift time including responses to real-time messages and feedback and aiding the 
Marketing & Communications Team with the dissemination of Union information across all 
channels. The post holder will have a proactive approach with the ability to work well as part 
of a team and particularly independently. They will also require a good understanding of 
marketing communication, as well as excellent copy writing and planning skills. 
 
Duties and Responsibilities 
 
Social Media Channel Management 
 

1. To assist with the scheduling of Beds SU social media posts across all channels. 
2. To develop content for the Union’s communication channels and campaigns, that is 

both engaging and targeted.  
3. To monitor feedback, engagement and messages that are received through the 

social media channels and respond effectively in a manner conducive to Beds SU’s 
values, character and persona. 

4. To support in ensuring the Union events and partnership events are promoted 
sufficiently to meet with contractual needs.  

5. To oversee communication coverage of events hosted by students and student 
groups, including societies and sports teams. 

Service Communications  
1. To assist departments in delivering high quality communication regarding its services 

and activities. 
2. To assist the marketing team with the delivery of creative brand awareness 

campaigns. 
3. To ensure best practice is utilised and that targeted, personalised, segmented 

communication is delivered. 

Strategy Development 
 



 
 

 
 

1. To support the Head of Marketing, Communications and Business Development to 
develop and implement the Union Communication and Digital Strategy  

2. To work with the Marketing Team to develop and implement segmented 
communication to members.  

3. To assist and where appropriate lead on delivering of digital projects as specified in 
the Union’s strategic plan. 

Support 
 

1. To provide support to Union departments to ensure communication is delivered to a 
high standard. 

2. To provide digital communication support for events and activities. 
3. To ensure any technical issues raised are dealt with in a prompt manner and when 

required effectively and efficiently passed onto service providers. 

Stakeholder Management 
 

1. To maintain a proactive and collaborative working relationship with University staff 
and students. 

2. To maintain a proactive and collaborative working relationship with staff within the 
university’s communications and ICT departments. 

 
 
Personal Development  
As an organisation, we are keen to ensure the continuing development of our staff. This 
position will provide ongoing training to ensure skills remain up to date as well as 
opportunities to seek further relevant qualifications. Development needs and aspirations will 
be discussed on a case by case basis.  
 



 
 

 
 

PERSON SPECIFICATION 
 
Social Media Assistant 
 
Attributes Requirements: Evidence 

/Identified: 
Knowledge & 
Experience  

Relevant Marketing Communication experience 
  
Experience and/or knowledge of using social media for 
business/community engagement (not personal use)   
 
Experience of campaign work  

Application  
 
Application/ 
Interview  
 
Application  

Skills Excellent copy writing and planning skills. 
 
 
An enthusiasm for generating digital content and campaign idea  
 
 
An interest and good grasp in digital communication trends 

Application/ 
Interview  
 
Application 
/Interview  
 
Application 
/Interview  
 

Personal 
Qualities 

A proactive approach to the working environment  
 
Strong communication skills 
 
 
Ability to work on own initiative, as well as work as part of a team 
 
 
Ability to be creative and support the development of ideas 
 
 
Ability to identify and implement improvements in all projects 
 
 
Commitment to the organisation’s strategic direction 

Interview 
 
Application/ 
Interview  
 
Application/ 
Interview  
 
Application/ 
Interview  
 
Interview 
 
 
Application/ 
Interview  
  

 
 
 
 
  
 


