
 

University of Sussex Students’ Union 
Job Description 
 

Job title: Content Coordinator 

Responsible to: Communications Manager 

Responsible for: Student Content Creators 

Rate of pay: £21,545 - £22,818 full time equivalent, per annum, depending on 
experience, pro-rata’d for part time staff, it is normal to be appointed at 
the first point of this range 

Hours of work: Up to full-time, 36.5 hours per week, but will likely include some 
evening and weekend work during term time 

Contract: Fixed term ending 5th March 2022 

Applicants:  Anyone 
 

 
  
Purpose of the job 
  

● To create content that’s relevant and engaging to students at Sussex to boost engagement 
in the Students’ Union and the work of its officers 

● Ensure a strong Students’ Union social media presence amongst the membership 
● To develop content guidelines, monitor traffic figures and web statistics, and editing 

content to meet SEO best practices 
  
Main duties and responsibilities 
 
All duties and responsibilities are at the direction of the line manager. The post holder is                
expected to conduct themselves professionally at all times and perform the duties and             
responsibilities in the job description to the required standard. 
 
  

1. Content Coordination 
1.1. To create, proofread, and publish online and offline content for use across 

different media platforms, such as social media, reports, supporting documents, 
training materials and website content 

1.2. To work closely with other departments to produce content to a brief 
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1.3. Manage calendars and content schedules to ensure that a regular amount of 
content is being produced at the right times throughout the year 

1.4. Maintaining a social media presence that engages students and other key 
stakeholders 

1.5. Produce and distribute monthly newsletter 
1.6. Edit content for any inaccuracies in the information or amend spelling and 

grammatical errors before the content is published 
1.7. Using Google Analytics and keyword research tools, edit content to include 

keywords and optimize copy to meet best SEO practices 
1.8. Regularly meeting with the elected officers as required, providing professional 

support and to act as a referral point for content creation 
 
 

2. Development  
2.1. Develop concepts for producing content for marketing Union activities, products 

or services 
2.2. Develop content guidelines and support and train colleagues in their use 
2.3. Improve overall appearance of website and social media in collaboration with 

communications team 
2.4. Ensure content is produced around key search terms for higher traffic and online 

visibility 
 

3. General 
3.1. Providing excellent customer service in dealings with students, officers, 

colleagues and members of the public 
3.2. Contributing to a positive working and learning environment within the Union, 
3.3. Adhering to all Students’ Union policies and procedures 
3.4. Attend training courses, conferences and meetings necessary to fulfil the duties 

and responsibilities of the post. 
3.5. Perform any other reasonable duties in consultation with your line manage 
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Person Specification - Content Coordinator 

It would be helpful if you had: Assessed by: 

Application Task Interview 

Knowledge & Experience 

Significant experience at creating content for digital use (Social media, video & email) X X X 

Excellent writing and editing skills in English X X  

Hands-on experience with Content Management Systems X   

Familiarity with SEO, Google Analytics and keyword research X  X 

Highly creative with experience in identifying target audiences and planning digital 
campaigns that engage, inform and motivate 

X X X 

Abilities 

Initiative: Ability to be a proactive self-starter, effectively getting on with work (Essential)   X 

Attention to detail: Detail-oriented, spotting inaccuracies and be able to identify 
required changes 

 X  

Creative: Innovative approach to work and to write engaging copy  X X 

Communications: Ability to communicate effectively with key people relevant to the role 
(Essential) 

X  X 

Effectiveness: Ability to manage workload, delivering high quality work on time 
(Essential) 

 X X 

Great Service: Ability to deliver an excellent service to both internal and external 
customers (Essential) 

  X 

Cultural Sensitivity: Ability to accept other cultures and adapt communication and 
behaviors to respect diverse cultural norms (Essential) 

  X 

Personal Attributes 

Positive: Shows a positive and adaptable attitude towards the Union and the work itself 
(Essential) 

  X 

Supportive: Shows mutual support for the manager and team to benefit students 
(Essential) 

  X 

High Standards: Shows high expectations of themselves and their work(Essential)  X X 

Reliable: Being consistently on time, carefully following agreed procedures and practices 
(Essential) 

X  X 
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