
 

 

 
 
 

The Role: 
 

The Social Media Intern is responsible for coordinating and executing the company’s social media 
strategy, working across key social media channels including Facebook, Twitter and LinkedIn. This 
role offers the intern a total immersion into a busy digital recruitment business and the successful 
candidate will work closely with key members of staff, external social media consultants, and the 
agency’s clients and candidates to learn about social media, digital communications and marketing in 
a business to business environment. This role will be instrumental in increasing our social media 
presence and gaining visibility for our brand among clients and candidates. 

 
The perfect candidate meets these criteria: 

 
• Good command over English language. 
• Proven written communication skills, and a passion for writing both short- and long-copy. 
• Excellent verbal communications skills. 
• An interest in marketing, communications, social media or reputation management; 
• Familiarity with key social media tools (e.g. Twitter and Facebook) and with Microsoft Office 

products (e.g. Word, PowerPoint, Excel); 
• An ability to consistently demonstrate our values of insight, hard work, and effectiveness in your 

personal approach to work; 
• An entrepreneurial attitude; 
• Excellent attention to detail and a high motivation to learn; 
• A proactive, service-focussed attitude towards clients and candidates and the teams you support 

internally; 
• An ability to remain calm under pressure and a robust/resilient attitude towards challenges; 
• An ability to prioritise work and complete tasks with quick turnaround times and minimal fuss 
• Ability to work on multiple projects at the same time and complete tasks in a timely manner 

Excellent written and verbal communication skills  
• Ability to be a team player and grow as the needs of the business grows  
• Entrepreneurial and innovative spirit 
 

Your job duties will include: 
 
1. Social Media Community Management 

a. Assist with streamlining company social media accounts (e.g. Facebook, Twitter, 
LinkedIn, YouTube, Flicker, and other social media platforms), ensuring uniform content 
and tone of voice for landing pages, graphics, and other elements within the 
communities. 

b. Posting updates to the Company LinkedIn account (initially under supervision from a 
Director) 

c. Use LinkedIn polls and surveys to build our social media footprint and reputation. 



 

 

d. Liaising with staff internally to ensure that their company profiles are accurate and up-to 
date. 

e. Posting updates to the Company Facebook account (under supervision from a Senior) 
f. Build Facebook ‘likes’ by approaching potential clients and candidates through other 

social media channels and email marketing campaigns. 
g. Work with directors to implement other channel-specific campaigns (e.g. uploading 

photos to facebook,instagram, videos to YouTube, etc) 
 

2. Coordinating and Distributing Content 
a. Scheduling and coordinating a monthly brainstorming meeting with internal social media 

team to establish content ideas for the month ahead, and to plan for a monthly social 
media, editorial, marketing and blogging calendar. 

b. Maintain a monthly social media and blogging calendar, and ensure that everyone is 
meeting their deadlines. 

c. Liaising with senior consultants and directors to push new blog posts through the 
calendar. 

d. Help coordinate a guest blogger programme, one guest blogger per month. Help to 
amplify this content through other social media channels. 

e. Drive awareness of our new blog posts by posting the articles into forums and groups 
f. Help to create one piece of video content per month and post on You Tube. 
g. Upload and manage company blog posts in WordPress (initially under supervision from a 

senior). 
h. Repurpose content from other sources for our own social media channels (and 

understand how to change the tone of the content for each channel). 
 

3. Understanding and monitoring social media analytics 
a. Track key social media analytics on a monthly basis, including Google and social media 

Analytics, LinkedIn company stats, etc. 
b. Track and report website statistics using Google Analytics. Look at how well specific 

content performs and look at the flow of traffic through to our Web site. Look at how 
well blog posts perform based on their ‘share rating’ and the total number of viewers 
and time spent on page. Look at the best performing web site pages and try to generate 
new content that does the same or better. If consultants are producing original content 
and blogs, report back to them weekly with the performance of those posts. 

c. Use Google Reader to follow the blogs and content of our competitors and key clients. 
d. Work with a senior to build monthly reporting tools on social media analytics and 

performance against our ‘baseline targets.’ 
 

 


