RCNi
ROLE DESCRIPTION

Job Title:

Audience Engagement and Social Media Assistant
Department:

Editorial
Responsible to:

Head of Audience Engagement
Hours:


35
Grade:


6 (Pay Scheme B)
Location:
Work from home initially and then from RCN HQ (London Cavendish Square)  - Subject to review based upon government guidelines in place
___________________________________________________________________________
RCNi supports the work-life balance of our staff through our SMART Working policy outlining our approach to agile and flexible working 
--------------------------------------------------------------------------------------------------------
Overall Aims: 

1. Update database of online content metrics
2. Post content on social media that supports RCNi editorial strategy. 

3. Help monitor social media output and its impact
4. Work to agreed deadlines
Specific Aims

1. Update database of online content metrics.
· Support Head of Audience Engagement in updating an established database that logs interaction with online editorial content. 
· Use Google Analytics and Google Sheets to retrieve and log data, ensuring all data is complete, accurate and up to date.
· Help communicate data to wider team via email and any other relevant channels.
· Ensure key deadlines are met.
2. Post content on social media that supports RCNi editorial strategy.

· Work with the Head of Audience Engagement to ensure that all editorial content is promoted on social media.

· Ensure social media posts are consistent in  tone and quality across all RCNi social channels.
· Manage social media accounts so that every interaction is acknowledged, such as liking, commenting where appropriate and inviting to follow our accounts.
· Create social media posts and adapt them to different channels.
· Engage with new and established communities on our social media channels.
· Support the Head of Audience Engagement to increase the numbers of followers, page likes and clicks of RCNi editorial content.
3. Help monitor social media output and its impact
· Use Google Analytics and other analytics tools to gauge the impact of social media posts.
· Use measurement tools and data to provide the Head of Audience Engagement with insight into audience behaviour on social media channels.
· Recommend ways content can be optimised and promoted on social media.
4. Work to agreed deadlines
· Attend project meetings with the Head of Audience Engagement and others when required.
· Complete tasks when required. 
5. Other duties
· Keep up to date with developments on Instagram, Twitter, Facebook and LinkedIn.
· Research content topics, hashtags and other emerging social media trends.
· Create an archive of historical editorial data

· To undertake any other duties commensurate with the grade of the post as directed by the Head of Audience Engagement

· RCNi is working towards equality of opportunity and staff are required to bear this in mind when carrying out their duties. It is also our policy to ensure that all staff are treated with respect, fairness and without discrimination at work.
· Please note that this job description is not an exhaustive list of duties and may be reviewed from time to time
