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JOB DESCRIPTION
& CANDIDATE PROFILE


JOB TITLE: 		Social Media Intern
DEPARTMENT: 		Communications & Marketing 
LOCATION: 		The Piece Hall, Halifax 
PAY: 			Minimum Wage for Age  
HOURS: 			30 Hours per Week 
CONTRACT: 		12 Weeks – Fixed Term Contract 
REPORTS TO: 		Head of Communications

PURPOSE OF THE JOB
Reporting to the Head of Communications, you will have the opportunity to support the busy Communicatuons Team in managing a high-performing social media channels during the Live at The Piece Hall Concert Series. You will support with growing The Piece Hall’s TikTok and Instagram accounts, alongside offering support on the more established social media channels. You will have the opportunity to experience a wide range of aspects that contribute to the day-today promotion of The Piece Hall’s social media, including all events. 

The position will include being creative, innovative and thinking outside of the box to increase engagement on our social media channels and reach untapped audiences whilst maintaining The Piece Hall’s brand and capturing our values and ethos. You will have the opportunity to work on projects from the early development stage, to the delivery of content. The purpose of this position is to provide insightful industry knowledge whilst contributing to The Piece Hall’s reputation as a world class heritage, retail, food and events destination. 

KEY DELIVERABLES/ACCOUNTABILITIES
Content
· Support colleagues in content creation for social media channels and idea generation.
· Support with the day-to-day promotion of projects and events.
· Support colleagues in ensuring that The Piece Hall’s Trust’s social media channels have timely, regular and creative content.  
· Support with The Piece Hall Trust website and to ensure the website is kept up to date with a range of varied, relevant information.
· Proactively seek out ways of raising the profile of The Piece Hall Trust and Calderdale as a creative hub.

General communications
· Support with the creation of  digital, print and media content as part of innovative and exciting campaigns to maximise footfall, visitor numbers, dwell time, spend and brand awareness of The Piece Hall.
· Maintain a strong brand identity across all internal and external communications, collateral and content.
· Support with the development of all communications channels including website, social media, email newsletters, advertising and the production and distribution of all digital and printed materials. 

Systems
· Procient skills in video editing and photo editing. 
· Experience in using Hootsuite.

Other 
· Be prepared to assist colleagues in any and all aspects of The Piece Hall activity when required
· Be prepared to work ‘unsocial’ hours, including weekends and evenings. 
· Take care of your personal health and safety and that of others and report any health and safety. concerns. Ensure proactive compliance with Piece Hall H&S Policies, including risk assessments and implementing safe systems of work.

PERSON SPECIFICATION: 
· Have excellent and proficient skills in all social media platforms, especiall TikTok and Instagram. 
· Excellent written English skills with a keen eye for detail and a strong focus on accuracy. 
· Ability to create aand edit bespoke content for different channels and audiences. 
· Excellent interviewing skills. 
· Knowledge of diversity and inclusion and the ability to represent and connect with The Piece Hall’s diverse crowds and online audiences. 
· Basic knowledge of analytics and media monitoring with the ability to adapt content using a data driven approach. 
· The ability to stay calm and positive in a fast-paced and dynamic environment. 
· The ability to remain highly professional, unphased by stars.
· The ability to change priorities and ‘switch lanes’ fast when required. 
· Be confident when dealing with and speaking to the public. 
· Have a passion for music. 

N.B. The Piece Hall Trust expects all staff and volunteers to maintain and demonstrate a very positive and supportive attitude to the organisation and to all colleagues at all times, and we consider this to be the key “behaviour” that is applied to all other requirements of all posts. 

Please note: 
· This job description is not exhaustive and amendments and additions may be required in line with future changes in policy, regulation or organisational requirements, it will be reviewed on a regular basis
· You may be offered overtime or required to work overtime in addition to your normal hours of work if instructed to do so by the Trust on reasonable notice or if necessary for the proper performance of your duties. The Trust does not guarantee that overtime will be available to you. Any overtime worked must receive prior authorisation from your line manager. Overtime will not be paid, however you shall be entitled to one day's holiday (or a pro-rata equivalent – for example, 3 hours time off in lieu if you work 3 hours overtime) as time off in lieu in respect of any overtime that is authorised and subsequently worked
· This role is subject to a basic criminal record check and references. 
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