[image: cid:image001.png@01D50A74.18D1E2B0]


JOB DESCRIPTION

	Job Title
	Social Media Officer	

	Service
	External Relations Directorate

	Grade 
	E

	Location
	Docklands

	Reporting to 
	Social Media Content Manager 

	Dotted line responsibilities
	N/A

	Line management for 
	N/A

	Key working relationships: Internal 
	UEL Schools, Colleges and other Services 

	Key working relationships: External 
	Partners, Vendors, and Regulators

	Contract type/ Hours 
	Permanent / Full time 


 
Build your career, follow your passion, be inspired by our environment of success 



THE UNIVERSITY OF EAST LONDON

Join #TeamUEL.  The University of East London has been pioneering futures since 1898. In 2023, we celebrated the 125th anniversary of our founding as the “people’s university”. We are a careers-led university, dedicated to supporting our students to develop the skills, emotional intelligence and creativity needed to thrive in a constantly changing world.
 
We are now in the second half of Vision 2028, our 10-year strategy, which has been developed to transform our curriculum, pedagogy, research impact and partnerships to make a positive difference to student, graduate and community success. Our ambitious goal is to become the leading careers-focused university in the UK, one that both prepares our students for the jobs of the future and provides the innovation to drive that future sustainably and inclusively.   

People are taking notice: we were shortlisted for University of the Year by the Times Higher Education Awards 2023. This year, we are The Times & The Sunday Times Good University Guide 2025 University of the Year for Teaching Quality. In 2025, we are celebrating our Year of Health, embracing mental, social, and spiritual wellbeing alongside physical care. By tailoring support to individual and community needs, we strive for a more inclusive and impactful healthcare system.



BRIEF OVERVIEW OF EXTERNAL RELATIONS DIRECTORATE

The Social Media Officer role sits within the Communications Team, including Media and PR, Internal Communications and Corporate Communications – and within the wider External Relations Directorate (ERD) - a multi-disciplinary collective spanning Admissions, Marketing, Events, and Global Recruitment.

As we drive toward Vision 2028, we are looking for a digital native who thrives in an agile, "continuous new" environment. This is a chance to build a world-class profile for an institution deeply rooted in the creativity and diversity of East London.


JOB PURPOSE

This is not a "desk job." It’s a "content-first" mission.

We are looking for a creative person who eats, sleeps, and breathes social. You know a trend before it hits the mainstream, you can turn a mundane campus moment into thumb-stopping content, and you understand that real stories beat polished corporate scripts every time.

As a core member of our ambitious social team, you will lead the charge on content creation. You’ll be UEL’s boots-on-the-ground, capturing everything from the high-octane energy of London Fashion Week to the impactful stories of student success. You aren't just managing a calendar; you are building campaigns.


KEY DUTIES AND RESPONSIBILITIES

· Content: Lead the end-to-end production of "social-first" content. This includes filming, high-end mobile editing (CapCut/Premiere), and photography tailored for TikTok, Reels, and YouTube Shorts.

· Strategic Growth: Manage the university-wide content calendar, ensuring a consistent brand voice while optimising content for platform-specific algorithms to grow organic reach.

· Trend & Insights: Use social listening tools (Sprout Social/Orlo) and platform analytics to pivot strategy in real-time. You don’t just report numbers; you provide actionable insights.

· Storytelling: Collaborate with our Student Ambassadors to champion User-Generated Content (UGC), ensuring our channels reflect the authentic, diverse heartbeat of our campuses.

· Event Architecture: Lead live social coverage for flagship events (Graduation, Fashion Week, Research Showcases), delivering high-energy storytelling that brings our global audience into the room.

· Internal Consultancy: Act as the "Social Expert" for Schools and Institutes, providing training and best-practice guidance to ensure UEL’s digital footprint is unified and accessible.

· Brand Protection: Support the "always-on" monitoring of our channels, identifying potential reputational risks and assisting in crisis communications with a calm, professional head.

· Undertake any other duties appropriate to the role, as required.






The duties and responsibilities outlined above provide a general overview of the range of tasks that this role at the University of East London may be required to perform. Please note that this job description is not exhaustive, and additional tasks aligned with the role's grade may be assigned as needed. 

The job description may also be updated to reflect changes in circumstances, and employees will be consulted if any amendments are required.

All employees must adhere to all UEL policies and regulations. Employees are also expected to actively contribute to building and maintaining a positive reputation for UEL in all their professional activities.





















PERSON SPECIFICATION

The University's Core  Values are Passion, Inclusion, Courage, and they are at the root of everything we do and everyone in our community is expected to demonstrate them. 

The table below outlines the essential and desirable criteria required to perform the role effectively. Candidates will be shortlisted based on how closely they meet these criteria.



	Category

	Essential Criteria
	Desirable Criteria

	Education & Qualifications

	· A degree or equivalent 



	

	Experience & Knowledge

	· Experience working in a large, multifaceted organisation.

· Proven experience creating and managing high impact content across platforms including Instagram, TikTok, X, LinkedIn Youtube and Facebook.

· Strong understanding of platform analytics, insights and trends to inform content development.

· Experience using social media management tools (e.g., Sprout Social, Orlo, Hootsuite, Falcon).

· Demonstrated ability to train and support others in social media best practice.

· Confident working across digital content formats, particularly video and photography.

· Ability to work independently and as part of a team.


	· Familiarity with organic and SEO principles and social first storytelling techniques.

· Experience using Canva, Adobe Creative Suite or mobile editing apps.

· Understanding of the Higher Education landscape or communications in complex organisations.



	Skills & Abilities

	· Excellent written and verbal communication skills, with the ability to create compelling content tailored to different platforms and audiences.

· Confident visual creator with strong video, editing, and photography abilities.

· Strategic and data informed, but agile and creative in approach.

· Ability to manage multiple projects, work to deadlines and stay calm under pressure.

· A collaborative team player with strong interpersonal and relationship building skills who also has the ability to work independently 

· Strong organisational and planning skills, with high attention to detail and the ability to manage multiple projects and deadlines simultaneously

· Ability to identify and tell impactful, authentic stories.

· Ability to remain calm under pressure, operate in a crisis and deliver to very tight deadlines.

· Willingness to work some evenings and weekends (with time in lieu)

	

	Personal Attributes &Qualities 

	· Excellent communication, organisational and planning skills, with the ability to prioritise and meet often tight and demanding deadlines.

· Proactive, creative, and full of ideas with the drive to make them happen.

· Passionate about digital storytelling, social media, and audience engagement.

· Highly organised, self-motivated and committed to continuous learning.

· Approachable, open-minded and adaptable in a changing environment.

· Strong belief in the power of education and a commitment to UEL’s values of equality, access and opportunity.

	

	Other Competencies
	· Ability to work occasional evenings and weekends.

· Ability to work across different campuses, Docklands and Stratford. 


	






Further Information: 

UEL is an inclusive equal opportunities employer and are proud of our Equality, Diversity and Inclusivity achievements. As an employee of UEL, we expect you to follow all relevant Health & Safety policies. 

We're a disability confident employer and value all applications. Please let us know if you require any reasonable accommodations throughout the recruitment process.
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