       ROLE PROFILE

	Job Title
	Social Media Exec
	Department
	Digital

	Reports To
	Brand & Social Manager
	Level
	6
	Location
	Bristol / London / Remote



Job Purpose - Overview
	Provide a brief, four-sentence description of the role, what success in the position looks like, and how it fits into the company or organization overall. Consider overall delivery, risk, decision making authority. 

	As Social Media Executive, you’ll play a key role in bringing Funky Pigeon & cardfactory’s social media presence to life. You’ll help deliver our content strategy across platforms by creating fun, engaging and on-brand posts that speak to our customers. Working closely in a social media team of 4, with working collaboratively with creative, brand, digital and marketing teams, you’ll help grow our community, support campaigns, and showcase everything we have to offer – from products and services to in-store experiences.
This is a dynamic, hands-on role ideal for someone who’s bursting with ideas, thrives in a fast-moving environment, and has a natural talent for creating engaging content.


Key Accountabilities
	Outline the types of accountabilities that are attributable to the role. Provide a concise bullet point list of the responsibilities and duties of this job (no more than 8). List the essential duties required to carry out this job and in order of importance. Use complete sentences. Start sentences with verbs. Use the present tense. Use gender neutral language

	· Implements the social media strategy for cardfactory and Funky Pigeon brands, inclusive of the brand, products, services, and channels to drive engagement across platforms.
· Support the creative/content, planning and execution of all social campaigns (theme, messaging, identity) to deliver campaign impact to key customer personas.
· Implement and manage the organic social media plan across all relevant platforms, driving brand awareness, engagement, and alignment with wider marketing objectives.
· Create, develop and brief engaging, on-brand social content in collaboration with Creative Services and Digital Design teams, including copy, visuals, and video assets.
· Produce and edit visual assets (reels, short-form videos, static graphics)
· Manage day-to-day content scheduling and publishing across owned social channels such as Facebook, Instagram, TikTok, Pinterest, YouTube, and LinkedIn, ensuring consistency in tone and messaging.
· Monitor and evaluate social media performance, using data, KPIs, and competitor insights to optimise content and channel strategies.
· Collaborate closely with internal teams including Brand Marketing, Trading, Commercial, and Customer Services to align messaging, support omnichannel goals, and manage community interactions.
· Coordinate with third-party partners such as suppliers, shopping centres and retail parks - supplying social assets and supporting new product launches, promotions and store openings across relevant channels.
· Champion innovation and stay ahead of trends, leveraging platform updates, industry best practices, and new formats to continuously enhance the brand’s social presence.
· Support the Brand & Social Manager with ad-hoc duties across brand campaign planning and brand management.

	

Stakeholder Relationships

	Outline who key stakeholders are, whether internal and / or external, whether interfaces are transactional or how much relationship management is needed. Level of influencing/gravitas.

	· Work closely with the Online, Customer/Brand Marketing, Commercial, Finance and IT teams to continuously improve our digital marketing execution 
· Work closely with in-house Creative Services Design team and Digital design teams
· Briefing work to influencers, content creators & digital marketing agencies

	
Qualifications, Skills, Experience, Attributes Required

	Provide a bullet point list of job functional knowledge (technical/subject-matter/professional expertise), business knowledge, problem-solving and interpersonal skills and experience required for the satisfactory performance of the job e.g. education level, experience, specific skills, personal characteristics, certifications, licenses. 

	· The ideal candidate will know how to engage an audience on Facebook, TikTok and Instagram
· Lives and breathes social media and has professional experience creating and scheduling content in platforms such as TikTok, Instagram and Facebook
· Be a self-starter who can come up with unique ideas, shoot content and produce first class assets, along with in-app editing skills
· Confident in front of the camera, with strong communication skills
· Communicate with stakeholders to provide clear briefs, feedback and results
· Experience creating and scheduling social media content 
· Good understanding of how different platforms work and what content performs best
· Strong writing and communication skills
· Basic image or video editing skills (e.g. Canva, CapCut)
· Organised and able to work on several projects at once
· A creative mindset and eagerness to try new things
· Experience working in a retail or customer-focused brand, desirable not essential
· Confidence using tools like Meta Business Suite, TikTok for Business and social media scheduling tools
· Understanding of how social supports wider marketing campaigns
· Keeps abreast of the latest trends, audio/sounds and influencers



	For line manager roles only

	Total team size
	
	Direct/Indirect reports
	

	Budget responsibility
	
	Capital/Revenue Responsibility
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