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Social Media & Communities Executive

	Job details 

	Directorate: 
	Membership and External Affairs

	Department: 
	Content and Digital

	Team:
	Membership Communication and Content
	Grade: 
	Specialist  B
	Reports to:
	Social Media And Communities Manager

	Line management responsibilities:
	No
	Location:
	London


Role overview
	The Social Media Executive is responsible for adapting member-facing content for social media. This role supports the Social Media & Communities Manager to deliver the social media and communities' strategy and targeted campaign, maximising the reach and impact of the Law Society’s services, and supporting members through targeted, timely, informed, and relevant content. 




Core duties of the role:
The post holder will:
	· Together with the Social Media & Communities Manager and Social Media and & Communities Lead, create and deliver a content plan aligned with our broader social media and communities' strategy to meet business goals and objectives. 

· Work with the Social Media & Communities Manager on the social media planning process, including keeping the content calendar up to date. 
·  
· Stay up to date with the latest social media software updates as well as social listening and AI tools. 

· Plan and create content for paid and organic campaigns and day-to-day activity to engage a range of different audiences across a range of platforms, including Instagram, TikTok, Twitter, LinkedIn, and Facebook. 

· Create, manage and optimise paid campaigns with colleagues across the organisation to engage a range of difference audiences in our paid products, events and other member-led opportunities. 

· Create engaging and impactful visual assets including graphics and videos in line with brand guidelines, both in-app and using design/editing software e.g. Adobe Creative Suite. 

· Work with different teams across the business to advise on plans and build their understanding of what impactful written and visual social content and messages look like. 
 
· Stay up-to-date with activity across the Law Society and the legal profession, working with other teams to create content and messages to communicate key information and announcements with our audience. 

· Attend Law Society events as required to capture content, including interviewing staff and attendees. 

· Lead on external engagement with key legal figures, organisations and accounts on social media to find new content and build online relationships.

· Support the Wider Social Media & Communities with monitoring/responding to comments in line with community management. guidelines and tone of voice and escalating any potential reputational risks. 
 
· Ensure all content planning and publishing deadlines are met and accurately reflect the scheduled social media content plans. 

· Monitor, collate and present data on the performance of social media content and campaigns, making recommendations to improve engagement where necessary. 

· Monitor social media trends to continue to update the Law Society best practice on social media. 

· Support the wider Content & Digital Team as required.




Skills and attributes:

	 Criteria (knowledge, skills and attributes)
	Assessment stage

	Able to demonstrate experience of substantive work in a similar role
	Application Form
	Able to create impactful social media content that engages a large, segmented professional audience.  
	Application Form
	Experience of paid social including building audiences and performance reporting
	Application Form

	Experience of creating visual content for social media channels including graphics and video.  
	Interview

	Awareness and understanding of best practices, industry trends, and different platforms.
	Interview

	Experience of working and negotiating with internal stakeholders and building strong working relationships.  
	Interview
	Experience of using Adobe design software such as Photoshop as well as experience of using Canva
	Application Form
	Excellent communication skills, including the ability to write clearly and effectively  
	Interview
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