Job Description

	Job title: 
	Social Media Manager 

	Department/School: 
	School of Management 

	Grade: 
	7 

	Part-time:
	3 days per week

	Duration:
	Fixed-term, maternity cover

	Location: 
	University of Bath campus  
Hybrid working (a combination of on campus and remote) is offered but note this is not a fully remote working role


 
	Job purpose 

	
Social media is a critical part of the School’s marketing strategy, it plays a key role in brand building and reputation building in the highly competitive field of global business schools.  Business schools have become increasingly sophisticated in their use of social media platforms to build and maintain key relationships with a range of different audiences globally including prospective students, research partners and corporate partners; in an increasingly competitive arena we need a specialist who can lead and develop this vital area of our work.

Advising the Dean of the School of Management, the Director of Operations, and the Head of Marketing this role holder will define the social media strategy based on user research, emerging trends and best practice. The role holder will set goals and related key performance indicators and produce regular reports, take part in meetings with senior colleagues to present and discuss the findings and suggest new initiatives.  The role holder must be confident in communicating and convincing senior colleagues to adopt new ideas and to step out of their comfort zones.  

The role holder is expected to be a specialist in social media marketing who will lead on all meetings and planning within the School.  The role involves representing the School at University meetings for social media strategy and planning and projects related to it. The role holder will maintain close links with the University’s Strategic Communications, Campaigns, and Social Media team to ensure the School’s and University’s channels work in harmony with each other, this will include working with country-specialists on social media campaigns on international platforms.  

Working with students and colleagues across the School and University, as well as with external partners the role holder will be responsible for sourcing, commissioning, curating, and planning all social media content for our School of Management’s channels.   Bringing significant experience and expertise along with ideas that will be adapted to fit a rapidly changing environment is key.  The role requires skills of persuasion and diplomacy to convince those who are reluctant to engage on social media platforms to do so.

The postholder will lead the implementation of School’s student recruitment strategy through the effective management of social media platforms, specifically:
· Building and enhancing the School’s external reputation in education, employability and graduate outcomes, a vital part of our plan to improve rankings
· Building expertise of social media to drive user engagement across channels and build a community of followers
· Developing and implementing the School’s social media strategy including targeted and innovative content creation aimed at new course launches, recruitment event promotions and broader School events
· Staying ahead of latest trends in social media, including the impact of AI on all activities, and maintaining a good understanding of approaches adopted by comparable business schools
· Supporting the translation of research into impact in conjunction with the research marketing strategy
· Developing mastery with regards the School’s tone of voice and communication style to curate engaging social media posts. Effectively addressing geographically diverse audiences by demonstrating expertise in crafting on-brand and culturally relevant social media campaigns
· Stimulating interest as the School launches new programmes and as it enters new recruitment markets 
· Enriching and extending our partnerships with: 
· Alumni 
· Other academic institutions 
· Non-academic partners such as placement providers 

 


	Source and nature of management provided  

	Head of Marketing 


 
	Staff management responsibility 

	No formal managerial responsibility but there is a ‘dotted line’ from the School of Management’s Marketing & Social Media Assistant (placement student).


 
	Special conditions  

	On occasions you may be requested to work outside regular office hours to support colleagues and the University’s objectives (e.g. special events like Open Days) this will normally be compensated for by time off in lieu.  


 
	Main duties and responsibilities  

	1 
	Social Media Strategy
1. This role will lead on all social media activities across the School of Management. The role holder is expected to be a specialist and will advise the Dean of the School of Management, Director of Operations, Head of Marketing, Head of Research Operations and Research Marketing Manager, amongst others, on how to appropriately use and develop our social media channels. 
2. Work with the Dean and relevant colleagues to develop, implement, manage, and refine the social media strategy. Ensure there are clear and achievable goals which facilitate the implementation of the School’s strategy and student recruitment marketing plan. This will also involve exploring emerging social media channels in response to specific markets in which the School wishes to develop its activities. 
3. Conduct regular user and competitor research to guide development of the social media strategy. This will include gathering data to assess the efficacy of the existing strategy. Working with the Dean, Director of Operations and Head of Marketing to design and implement changes to the strategy in accordance with the School’s vision and developing objectives. 
4. Analyse and report on key social metrics and adapt strategy as needed. Develop expertise in operation of social media algorithms and use that to generate user engagement on posts 
a. Review performance data to inform decisions on improving efficiency 
b. Adjust and amend future plans accordingly. 



	2 
	Social media content development

1. Prepare mid- to long-term social content schedules that align with student recruitment cycles, special days, new market launches, holidays, special events.  Work with the Marketing Content Officer and other colleagues to ensure content aligns with other initiatives in the School.
2. Produce and commission content from a range of sources including staff and students. Ensure all content follows the School’s branding guidelines and appeals to the School’s target audiences. 
3. Find creative ways to engage with students and staff to create content for our channels that helps us meet our strategic objectives. 



	3 
	Platform and reputation management

1. Oversee the Marketing and Social Media Assistant’s use of scheduling tools such as Sprout Social to manage social media campaigns and day-to-day activities (monitoring and responding to replies and messages etc.) 
2. Increase the impact of the School’s channels by encouraging more academic, student and alumni interaction and involvement in them.
3. Manage paid promotions on our organic channels, working with external digital advertising agencies when necessary.  Review in detail performance data in order to ensure return on investment and appropriate planning for future activities.
4. Actively encourage users to develop a sense of community on our channels through community management activities such as competitions, polls etc. 
5. Work with the Digital Designer to oversee design of the School’s social media channels, ensuring they remain on brand (e.g., profile pictures, icons etc.) 
6. Work closely with the University’s Strategic Communications, Campaigns, and Social Media team to advise on how to respond to threatening activities – both those which threaten the reputation of the School and University as well as those that threaten individuals who are active on our platforms. 
7. Ensure all legal requirements for copyright and filming rights/permissions are met, and that our content meets legal, ethical, and branding guidelines.
 


	4 
	Stakeholder engagement, managing and aligning activities 

1. Regularly, hold planning and analysis meetings with the Dean and senior team in the School of Management.
2. Hold regular meetings with and work closely with the University’s Strategic Communications, Campaigns, and Social Media team to co-ordinate activities, improve reach and manage our reputation online.
3. Work with our Research Marketing Manager to ensure that the social media content they develop fits with the School’s overall strategy and is of the standard, format and style required for our platforms. Provide advice and training where required.  Final decisions on use of and scheduling of such content will rest with the role holder. 
4. Develop and raise awareness of our social community: both externally through strategic management of our channels, and internally through regular liaison with student ambassadors, alumni, academics, and other stakeholders.

	5 
	Reporting and training

1. Use strong analytical skills to identify key trends and results, creating and presenting reports to key stakeholders as required. 
2. Research, create and deliver the annual social media report for the Dean.
3. Provide data for other marketing reports such as event promotion analysis.
4. Deliver training on social media use and best practice and maintain an internal knowledge base of best practice/guidance 
5. Present reports to colleagues across the School



	6 
	Line management 

Act as a ‘dotted line’ manager to the Marketing and Social Media Assistant (placement student). This post is formally managed by the Marketing Manager Undergraduate but there is a dotted line connection that reflects the elements of social media activity in the role.  


 
 
	Criteria 
	Essential 
	Desirable 

	Qualifications 

	Good first degree (or relevant equivalent qualifications) 
	x 
	 

	Postgraduate qualifications and/or relevant further training in PR, communication & marketing 
	 
	x 

	Experience/Knowledge 

	Proven, substantial, track record of paid, relevant work experience in social media, with evidence of success 
	x 
	 

	Proven, substantial, experience of developing and implementing successful social media strategies 
	x 
	 

	In-depth knowledge and understanding of social media platforms (Facebook, Bluesky, LinkedIn, Instagram, YouTube, etc.), who uses them and how to use each platform strategically 
	x 
	 

	Demonstrable experience of developing content for social media channels.
	x
	

	[bookmark: _Hlk136607484]Experience sourcing, managing, and publishing social content that follows branding guidance 
	x 
	 

	Expertise in creating analytics reports to measure success  
	x 
	 

	[bookmark: _Hlk136607558]Expertise in using software and tools for professional social media management like Canva, Lnk.Bio and Sprout Social 
	x 
	 

	Substantial knowledge of the legal requirements for copyright and filming rights/permissions and clear understanding of how content must meet legal, ethical, and branding guidelines. 

	x
	

	Experience and expertise in leadership
	x
	

	Experience and expertise in working collaboratively with colleagues at all levels of seniority
	x
	

	Effective project management skills
	x
	

	Background of higher education related work 
 
	 
	x 

	Knowledge and understanding of graphic design, and experience of using related software 
	 
	x 

	Skills 

	Excellent IT skills with high level of competence of MS Office products
	x
	

	Excellent written communication skills 
	x 
	 

	Excellent verbal communication skills 
	x 
	 

	Excellent inter-personal skills and ability to communicate effectively and persuasively with stakeholders at all levels across the University
	x
	

	Ability to create compelling, visually engaging social media content that follows brand guidelines 
	x 
	 

	Ability to prioritise a demanding workload in a pressurised environment 
	x 
	 

	Capacity for independent working and ability to take the initiative and be proactive 
	x 
	 

	Ability to deliver social media training  
	x 
	 

	Ability to prioritise workload and manage competing deadlines and demands.
	x
	

	Knowledge of editing video for social media, and proficiency with video editing software like CapCut or Adobe Premiere Pro 
	 
	x 

	Attributes 

	Team player 
	x 
	 

	Willingness to work out of hours when required  
	x 
	 

	Willingness to learn new skills and keep up with innovations in digital and social media 
	x 
	 

	High levels of commitment 
	x 
	 

	Excellent attention to detail 
	x 
	 

	Adaptability 
	x 
	 

	Ability to stay calm under pressure 
	x 
	 

	Competent, conscientious, and motivated with a methodical approach to work
	x
	

	A pro-active and flexible working approach
	x
	

	Interest in current affairs  
	 
	x 


 

