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Socials Content Coordinator	
	REPORTS TO:
	DIRECT REPORTS AND TEAM SIZE:

	Manager Communications
	This role has no direct reports.

	THIS ROLE EXISTS TO: (PURPOSE)

	Apply across social media and other channels, the business’ proactive communications and content strategies aligned with the ‘Story of Melbourne Water’ guide and other resources.
Create and deliver proactive content for external and internal audiences, develop in-house content processes to industry-standards, and drive internal awareness and capability of best practice content development with a focus on our social media channels. 
Execute projects as determined with the Manger including developing in-house social media processes; producing and curating content; and driving internal awareness and capability of best practice social media presence and content development.
Respond to social media enquiries and commentary, and develop proactive/reactive messaging including incident response (when required) via channels within tight deadlines.
Monitor the internal and external environments, develop proactive and reactive social media messaging and support materials, and with direction from the Manager implement a robust. performance and measurement program for digital channels with a focus on social media. 
To be a user-focused and passionate content creator for digital channels in line with the Corporate Communications and Brand Strategy.

	KEY ACCOUNTABILITIES:

	With limited supervision implement innovative channel strategies to deliver on the communications strategy and reputation uplift program to build brand recognition and maximise positive engagement and sentiment of Melbourne Water in the community. 
Create and curate content across all Melbourne Water social media channels and other channels as directed by the Manager, to deliver business objectives
Support the Manager to create proactive campaigns and strategies including content ideation, and implementation schedules
Collaborate with several business teams to identify and develop stories and content; and maintain a content calendar and schedule in line with communications strategy, reputation uplift program and  media activities.
Monitor, analyse and make recommendations on Melbourne Water’s social media presence and processes using trends, data and insights 
Monitor, analyse and respond to emerging opportunities and issues, and liaise with external service providers as required
Understand Melbourne Water’s business priorities and maximise positive brand reinforcement across digital channels
Assist the Manager to drive capability uplift of key employees across the business by sharing insights on channel performance, and providing training and guidance to other content creators
Analyse social media, SEO and social advertising campaigns data and make continuous improvement recommendations
Liaise closely with the external customer facing areas of the business to ensure social media enquiries are appropriately allocated and responded within agreed deadlines
Support the broader Communications and Marketing teams as required and take direction from the Manager to support activities outside of social media
Incident response 
Support the delivery of incident communications via digital channels in a timely manner, and fit-for purpose content alongside Melbourne Water’s incident management teams
Understand and follow the processes and procedures in line with our Integrated Management System (IMS).  
Taking care of own and colleagues Health and Safety through identification and reporting of hazards and active involvement in improvement initiatives.

	KEY RESPONSIBILITIES
	KPIs

	Strategy
· Create innovative social media channel and content plans in line with communication strategies and programs
· Adapt these strategies and programs into implementable actions across digital and social media channels
· Collaborates with the business to implement social media strategies
	With guidance from the Manager, social media  guidelines tool and supporting information developed
· Melbourne Water employees are aware of the social media strategies and follow defined procedures for use of social media.

	Relationship Management
· Support social media content capability across Melbourne Water through training, coaching and helping facilitate a community of practice
· Engage with multiple and diverse customers and stakeholders, internal and external to the business, to ensure the reputation of the business is enhanced 
· Ability to build trusting, collaborative relationships with all stakeholders to improve customer focus at Melbourne Water
	Reputation survey results
Positive feedback and demonstrated ability to achieve positive outcomes through engagement and collaboration

	Content development and curation
Develops and maintains a calendar of proactive social media and digital content and leads or advises the business on the preparation of associated messaging and support materials
Coordinates social media content including reporting of performance, highlighting of issues, identifying opportunities for improvements and how to leverage new trends 
Responds to social media enquiries, works closely with the relevant areas of the business to prepare reactive messaging and support materials
Works closely with the Comms and Engagement teams to develop targeted advertising campaigns to deliver on C&E objectives
Be available to develop key messages to audiences and employees impacted by incidents
	Distribution of comprehensive social media reports within agreed deadlines
Timely alerting of management to emerging opportunities and issues
Social media enquiries responded to within deadline
Reactive messaging and support materials are accurate
· All relevant stakeholders are consulted and kept informed

	Governance
Oversees the social media monitoring process, liaises with external service providers, prepares and issues the daily social media report and alerts management to emerging opportunities and issues
Conducts content audits to determine content requirements and makes recommendations
	Content calendar in line with the proactive comms strategy
Messaging and support materials are accurate and prepared within agreed deadlines
· All relevant stakeholders are consulted and kept informed



	SKILLS, KNOWLEDGE AND EXPERIENCE REQUIRED:

	· Extensive social media content curation and channel management expertise. 
· Demonstrated experience in delivering projects and initiatives, including implementing processes and driving outcomes in line with business priorities.
· Strong analytical and reporting skills, with the ability to identify trends, evaluate performance and provide insights to support decision-making and continuous improvement.
· Demonstrated communications-related project management skills.
· Exceptional social media content development and channel coordination experience including but not limited to Facebook, Twitter, Instagram, YouTube, and LinkedIn.
· Highly creative with exceptional written and verbal communication skills.
· Experience working closely with a wide range of business stakeholders including people leaders to identify opportunities and develop messaging.
· Demonstrated ability to curate and develop engaging and thought provoking stories and content.
· Ability to work autonomously and to exercise a high degree of responsibility and accountability to meet tight deadlines, or adapt to changing priorities.
· Ability to work collaboratively with a wide range of internal and external stakeholders on digital communications and marketing topics.

	KEY RELATIONSHIPS:

	All Melbourne Water employees are responsible for managing aspects of our customer/stakeholder relationships and service interactions and will work proactively to deliver a consistent customer experience.

INTERNAL
· Customer, Community and External Affairs Group members (your group)
· Managers and subject matter experts in all Melbourne Water business groups

EXTERNAL
· Key social media bloggers, content developers and influencers
· Government media and communications contacts including DELWP, Minister Office, Parks Victoria, EPA and Department of Health and Human Services
· Other key media and communications contacts including water retailers, local authorities and contractors.

	SALARY RANGE:

	· Melbourne Water reserves the right to remunerate people according to their ability to perform the functions of the role based on their qualifications, skills and experience. 

	OTHER COMMENTS:

	This role requires the following: 
· Tertiary qualification in marketing, communication or related area. 
· Some out of hours work will be required
· National Police Check
Location: 990 La Trobe Street, Docklands, 3008
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