
 

 
Job Description 

 

Job title Social Media Executive (Analyst) 

Team Demand Development Unit, Communications 

Band 7 

Reporting to Social Media and Content Manager 

Management 
responsibility 

None 

 

Purpose of the job 

 
The primary purpose of this role is to support the development and delivery of social media content across the British Business 
Bank group of companies, including British Business Bank, British Business Investments, British Patient Capital and the Start 
Up Loans Company (SUL), ensuring messaging and visual content is clear, engaging, represents best practice and supports 
overall business objectives. This role is focused on commercial (customers and delivery partners), stakeholder (political and 
public policy) and business (investors, trade associations, SMEs) audiences and works at both a national and regional level. 
 
As a high-profile, prestigious organisation at the forefront of the government’s efforts to provide information about the finance 
options available to smaller businesses, good communications are vitally important for the British Business Bank, especially as 
it embarks on a period of high-growth. Proving delivery through high-quality external communications helps enhance the 
organisation’s reputation with smaller businesses; while developing the bank’s external social media presence will extend the 

reach of its Communications activities. The role being offered provides an exciting opportunity to join a busy team working in 
a fast-paced and constantly-developing environment. 
 

 

Main duties (but not limited to) 

 
1. Planning, creation and distribution of timely, relevant content for all British Business Bank, British Business Investments, 

British Patient Capital and SUL social media channels.   
2. Platform updates, algorithm changes, trends etc. 
3. Develop weekly content plan to deliver key messages to maximise engagement with key target audiences, both existing 

and new as demonstrated via metrics such as impressions, engagements and engagement rate, website clicks, time on 
site etc. 

4. Develop required visual assets to support the social media plan by working with in-house production team and external 
agencies. 

5. Support the Social Media & Content Manager as well as the wider Communications team on integrated Communications 
and Marketing campaigns. 

6. Reactive social media management; responding to comments and queries on social media in an appropriate and timely 
manner, seeking information from colleagues in other teams if relevant, reporting any inappropriate or offensive 
comments. 

7. Report on social media and campaign-specific performance, learning from outcomes and audience behaviours to optimise 
future content and inform Communications strategy 

8. Act as subject matter expert on social media and content marketing, liaising with social media channels to stay abreast 
of latest developments, social media trends, new technologies, and ongoing community dialogue as well as maintaining a 
working knowledge of industry best practices. 

9. Work with Social Media & Content Manager to provide ongoing advice and support on social media best practice to 
colleagues 

10. Press and media related content production. 
11. Build and maintain effective and productive working relationships with colleagues, clients and third parties; support the 

delivery of the company’s mission and its business objectives. 
 

 

Knowledge and experience 

 
Essential: 

• Previous social media experience gained either in-house (private or public sector) or in an agency environment. 

• Experienced using social media platforms for business (LinkedIn, Facebook, Instagram, Twitter, YouTube etc.) and 
management and reporting tools (such as Tweetdeck, Sprout Social) 

• Excellent writing and creative skills 
• High attention to detail and accuracy 
• Excellent Microsoft Office skills (particularly Word, Excel and PowerPoint) 
• Manages multiple projects and tasks effectively, plans well so deadlines are met and quality output is maintained during 

busy periods 
 
Desirable 

• Experienced in graphic design and with tools such as Photoshop and InDesign 
• Photography and video editing experience 
• Experience working with third party agencies, vendors and partners 

 
  

 
 
 
 
 
 
 
 



 
Internal and external stakeholders 

 
Internal - communications, marketing, policy and government relations teams 
Internal – wider Bank teams including central functions and product teams 

External - communications teams of partner organisations 
External – communications teams of government stakeholders (particularly HMT and BEIS)  

External - agencies (PR, social media and design) 
 

 
Budgets / fund size / scope of investments 

None 
 
 
 

 

Management responsibility if appropriate 

None 

 

Key competencies/behaviours 

 
• Skilled communicator – both written and face-to-face, able to take complex information and communicate it clearly 

and effectively 
• Logical and rational 
• Confidence to question the status quo and offer new ideas and ways of working 
• Ability to listen and take direction 
• Flexible, self-motivated and proactive  
• Effective stakeholder management and comfortable working with senior internal and external stakeholders 
• Thrives in a busy environment, able to remain calm under pressure 
• Organised and efficient with strong time management skills 
• Ability to work under pressure to meet challenging deadlines 

 
 

Qualifications 

Required for the role 
Work experience in above competencies 

Additional / desirable 
Degree level education  

Diploma in Digital Marketing/Marketing/Social Media/Human 
Behaviour 
Professional communications qualifications e.g. CIPR, PRCA, 
GCS 
 

 

Is this a regulated role?  No 
 


