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	Job Title:
	Social Media Content Creator

	Department/Group:
	Marketing
	Travel Required:
	Yes

	Location:
	Mellow Parenting Office, Glasgow
	Salary:
	Point 23 £23,337.00 (PRO RATA)

	Applications Accepted By:

	E-mail:   enquiries@mellowparenting.org
Subject Line:

Attention: Mellow SMCC
	Mail:
Mellow Parenting
Unit 4 - Six Harmony Row
Glasgow  G51 3BA

	Job Description

	We have an exciting opportunity for a Social Media Content Creator to join a world-leading training organisation, specialising in parenting programmes. You will be part of our small team, based in Glasgow, with the ability to work from home in a hybrid fashion. We would however expect you to attend our staff meetings in the Mellow Office
The role: 
We are looking for a confident person who can develop and manage our online activity, including our website content, social media channels, email marketing database and related content.   You will be the Creative Team and report to the CEO and overall team. Your primary responsibility will be the planning, creation, management and reporting of content and campaigns for the Organisation's social media channels and website, and to ensure that the requirements of the Organisation are met from a social media perspective by providing a high-quality service through attention to detail, a disciplined, intelligent and methodical approach and close liaison with colleagues.

Responsibilities:
You will produce and run effective social media campaigns, often within tight deadlines, that supports the needs of the Organisation and takes the social media strategy to the next level of excellence. This will involve working across digital, print, branding, and marketing.

Develop and implement social media strategy to optimize online presence in driving higher levels of brand engagement
Create content for social media channels and website
Undertake social media audits, and identify trending topics
Use appropriate analytical software to monitor activity and inform the organisation’s overall Action Plan  

Experience required:
Social media marketing experience covering content creation and the planning, management and reporting of campaigns
Digital Marketing qualification or working towards it
Good experience of Adobe Creative Suite, Word, Excel and PowerPoint, Doodly and Canva 
Good working experience of WordPress
To be creative, analytical, tenacious and self-motivated
Confident presenter of your ideas
This is a part time position, two days per week worked in a flexible manner, for a minimum of 6 months and longer if funding permits.
This is the first time we have created such a post and it is important that you are the right fit for our small team.
	
	Date:
	

	Reviewed By:
	RSM & RI

	Date advertised:
Closing Date:
Interview Date:
	Thursday 13th October 2022
Wednesday 16th November 2022

Wednesday 23rd November 2022
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Applicant Information: Social Media Content Creator
Thank you for your enquiry about the above post.   Along with this letter you should have a job description, the application form, the equal opportunities monitoring form and tips about how to apply.  
In order to apply you will need to fill in and send us:

· Your completed application form.

· Your completed equal opportunities monitoring form. (This does not form part of the selection process but helps us monitor our processes). 

You can find out more about Mellow Parenting from on our website:  www.mellowparenting.org 

Completed applications should reach us no later than 4pm Wednesday 16th November 2022.
Interviews will be held on Wednesday 23rd November 2022 and it is expected that the successful candidate will commence as soon as possible thereafter.   As a funded organisation, the post is for a six month period in the first instance.
Please email your application to enquiries@mellowparenting.org with ‘Mellow SMCC” in the e-mail header.  

We will shortlist the people whose application demonstrates the strongest fit with the specification.

All applications will be acknowledged by email and invites for interview will be sent by email.  If you have not been selected for interview, we will also endeavour to advise you by email.  

Those who are selected for interview will be asked to undergo a small challenge, details of which will be sent with the invitation to interview email.
We look forward to receiving your application.

Yours sincerely,
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Rosemary Mackenzie

Chief Executive Officer

Mellow Parenting Ltd
                                                                                                          Telephone:  0141 445 6066

Unit 4, Six Harmony Row 
                                                                                 Email: enquiries@mellowparenting.org

Glasgow G51 3BA                                                                                                                         www.mellowparenting.org
A Company Limited by Guarantee No 349127 and a Registered Charity: SC037384
Tips on completing the application form

Make it easy for us!  When we read your application, we are looking for evidence that you have the skills and experience listed in the job description.  
We read your application carefully but it makes it much easier for us if you set out your evidence as clearly as you can in the supporting statement section of the application form.  You can do this by taking each element of the job description and providing a few sentences under each that explain how you meet that particular requirement.

Spell it out.  If you say for example that you have organised a social media campaign, describe what you did and what package you used:     Describe what you have done and can do.  

Give evidence rather than assertions.  A statement “I did all the marketing” is not evidence.  The following statement is better: “When I was working at, I created, prepared and maintained a marketing system to ….”   Provide examples of events you have helped set up.   Also, don’t say that you have the ability to communicate effectively both verbally and in writing – give us some evidence of how you communicate and how others respond to you.  Give examples.

That way we can see more clearly what you think good communication is and how you know you are a good communicator.

Thank you!
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APPLICATION FOR EMPLOYMENT

CONFIDENTIAL

Mellow Parenting wishes to ensure that comparison between applicants for posts is thorough, fair and in line with its Equal Opportunities Policy. It is therefore essential that you complete this application form fully as it will be used to assess whether you will be short listed for interview. Please also attach your CV.

Please feel free to use as much as space as necessary.

____________________________________________________________

POSITION APPLIED FOR:  
Social Media and Content Creater


SURNAME


FIRST NAMES[s]



ADDRESS

TEL NUMBERS

(include day/evening and mobile)


EMAIL ADDRESS 




How much notice, if applicable, 

are you required to give to your 

present employers?


Do you hold a current driving 

licence?    

If yes do you have access to a 

car?

WORK EXPERIENCE
We want to know about your work experience, paid or unpaid. Please include your current/previous employment, voluntary work, or community activities, and time spent caring for dependants, etc. if appropriate.  Please also give your reason for leaving.

	Dates
	Name of Employer/Organisation
	Main tasks undertaken

	
	
	



EDUCATION
Please give general educational information, and highlight any which are particularly relevant to the post.

	Dates
	Education
	Qualifications

	
	
	


TRAINING

Please list any training which you have received, or are currently undertaking, which you consider relevant to the post.

	Dates
	Training
	Qualifications

	
	
	


SUPPORTING STATEMENT
In this section we would like you to give your reasons for applying for this post. 

Bearing in mind the job description, please indicate what experience, skills and interests you would bring to this job. Please include your personal interests.  You may use up to two pages.



REFERENCES
We wish to seek a reference from your present or most recent employer.  

Please provide below the names and addresses of two referees who can comment on your suitability for the post. 

May we contact your present employer at this stage?       YES/NO         (Please delete)


I declare the information given on this form is correct to the best of my knowledge.

Signature ..................................................
Date .................................

Please return this form via email to: enquiries@mellowparenting.org 

Closing date for applications:     Wednesday 16th November 2022
Interview Date:

        Wednesday 23rd November 2022
______________________________________________________________
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This sheet will be separated from your application form upon receipt and does not form part of the selection process.  It will be retained by Human Resources purely for monitoring purposes only.

	What position are you applying for:



	Full Name:



	What is your ethnic group? (Please tick)



	A. White


	(
	(please give details): (e.g. British)

	B. Mixed


	(
	(please give details):

	C. Asian or Asian British


	(
	(please give details):

	D. Black or Black British


	(
	(please give details):

	E. Chinese or other ethnic group


	(
	(please give details):

	Gender
	Male (
	Female (

	Sexual Orientation
	Heterosexual (
	Homosexual

(
	Lesbian 

(
	Bisexual

 (

	Do you or have you ever considered yourself to be transgender?
	Yes    (
	No    (

	Religion/Belief
	Christian

(
	Muslim

(
	Hindu

(
	Jewish

(
	Buddhist

(
	No Religion

(
	Other

(

	If other, please specify:

	Date of Birth:
	

	Do you consider yourself to have a disability?
	Yes     (
	No     (

	If yes, please give details:



	How did you find out about this vacancy?

	Mellow Parenting Website
	(
	Word of Mouth
	(

	Children in Scotland Advert
	(
	Internal Notice
	(

	Job Centre
	(
	Other
	(

	Local Press
	(


     YES/NO     (Please delete as applicable)





     YES/NO     (Please delete as applicable)











Referee One:





Name





Position





Contact Details i.e. address, phone and email address:





Referee Two:





Name





Position





Contact Details i.e. address, phone and email address:








