Job Description: Digital Content and Social Media Apprentice

Waverley and Guildford are ambitious authorities, committed to being two of the leading Councils in the country at a time of major change by developing high performing, highly engaged staff teams to share the organisation’s values and deliver our corporate objectives.

	JOB DESCRIPTION

	Job title:
	Digital Content Creator Apprentice


	Service:
	Communications and Customer Service 


	Team:
	Communications


	Location:
	The Burys, Godalming, Surrey, GU7 1HR and Millmead House, Guildford, GU2 4BB

	Reporting to:
	Communications and Engagement Manager


	Responsible for:
	N/A


	OUR SHARED ORGANISATIONAL VALUES 

	Collaboration
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Description automatically generated with medium confidence]

	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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Description automatically generated with medium confidence]Wellbeing
	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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Description automatically generated with medium confidence]
	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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Description automatically generated with medium confidence]
	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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Description automatically generated with medium confidence]
	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.




	
Principal purpose of the role

	· To support the Communications and Engagement Team in creating engaging digital content, with a particular focus on video production and social media. The apprentice will learn and contribute to the planning, creation, scheduling, and evaluation of digital communications, while developing skills in graphic design, copywriting, and campaign support.


	Main duties and accountabilities

	· Assist in the creation of engaging video content (scripting, filming and video-editing) for digital platforms.
· Support the scheduling and publishing of social media posts across multiple channels (e.g. Facebook, Instagram, LinkedIn, YouTube).
· Contribute to the design of graphics and visual assets using tools such as Canva or Adobe Creative Suite.
· Help maintain and update the council’s website and intranet with fresh content.
· Work with the team to support delivery of communications campaigns and engagement activities.
· Monitor social media channels and assist in responding to comments, messages, and enquiries.
· Learn to use online analytics tools to evaluate performance and suggest improvements.
· Support the team in producing newsletters, posters and other internal/external communications.
· Attend team meetings and contribute ideas for improving digital engagement.
· Ensure all content is accessible, inclusive, and compliant with relevant legislation.
· Participate in training and development activities as part of the apprenticeship programme.
· To provide support to all members of the communications team by carrying out research and undertaking administrative tasks in relation to the teams activities.
· To be proficient in the ICT systems utilised by the Communications Team.

Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24-hour window.

Health and Safety
· Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required


	

Dimensions of the role

	Creating and scheduling up to 20 -30 social media posts per week.
Supporting the production of 2-3 short-form videos per week.
Assisting with graphic design for campaigns and events.
Contributing to monthly performance reports and content reviews.
Collaborating with internal stakeholders across services.


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	Build and maintain effective relationships with services and have the ability to work with people, at all levels of the organisation, including managers, directors and councillors.
Support the Communications and Engagement Team to ensure stakeholders are aware of the work the council does for the community, help improve the council’s reputation, encourage behavior change through campaigns and report back stakeholders’ views through engagement activities.  
Put complex information into plain English and tailor messages for different media.
Manage and approve social media content 
Work in accordance with the Corporate Complaints Process, Corporate Communications Strategy and Customer Service Standards to make quick and accurate assessments on the most appropriate response to complaints or criticisms received via social media or website feedback. Taking ownership of all interactions and ensure they are resolved in a timely and effective manager. It is especially important to limit potential reputational damage on social media by dealing with negative comments quickly, effectively, and privately (where relevant). 


	Planning/Organising/Controlling

	· The postholder will be working as part of a busy team and will be expected to prioritise and manage their own caseload.


	Customers and Contacts

	Internal
Chief Executive; Strategic Directors; Assistant Directors; Heads of Service; Service managers and officers across the organisation; Elected Councillors
External
Members of the public; Officers of other local authorities and public sector organisations.


	Service/Team Structure

	



PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience
	5 GCSEs including English and Maths and 
excellent MS Office 365 skills
	A/C
	A relevant degree and/or CIM / CIPR / NCTJ qualification 
	A/I

	Knowledge /Technical Skills

	Strong written and verbal communication skills, with experience of researching, producing and editing written copy for publications and/or social media
	A/I/E
	Familiarity with video editing software (e.g. CapCut, Premiere Pro)
	A/I

	
	Experience of filming video editing, graphic design, and digital storytelling
	A/I

	Experience using Canva or other design tools or software
	

	Communication
	Clear written and verbal communication skills with the ability to identify relevant information and provide advice.
	A/I 
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	Experience of providing clear instructions and/or information to clients
	A/I

	Team Working

	Willingness to work collaboratively and take on board feedback 
	A/I
	
	

	Managing self and others
	Ability to work without close supervision and to use own initiative
	A/I
	
	

	Can do approach / Achieving results

	Can demonstrate a positive, flexible and supportive approach and contribute creative ideas 
	A/I
	
	

	Special Requirements

	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	
	



How assesed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment




Behavioural competencies:

	COMPETENCIES
(LEVEL 1 – 4)
	Communication:
	3

	
	Customer Service:
	2

	
	Team Working:
	2

	
	Managing Self and Others:
	2

	
	Can do approach/Results:
	2


	
For Official Use only

	Job title:
	Solicitor Apprentice
	Post no:
	

	Service:
	Democracy, Law & People
	JE score:
	

	Team:
	Legal Services & Information Governance
	Pay band:
	

	
	
	
	

	Location:
	The Burys, Godalming, Surrey, GU7 1HR and Millmead House, Guildford, GU2 4BB
	Position type:
(if part time, working pattern)
	Full time
37 Hours/Five day week




	Reviewed By:
	
	Date:
	

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
	











Assistant Director of Communications and Customer Services


Communications and Engagement Manager 


Digital Content Creator Apprentice


Communications and Engagement Officer 


Communications and Engagement Officer 


Communications and Engagement Officer 
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