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POSITION DESCRIPTION

Social Media Content Specialist


	Reports to:
	Sport and Wellbeing Marketing Manager

	Division: 
	Development & Event Services

	Tenure:
	Fixed Term (6months)

	Location:
	Hamilton

	Date:
	February 2026














Vision

Ko te tangata

A research-intensive university providing a globally connected, innovative and inclusive studenty experience in an environment characterised by a commitment to diversity, respect for Indigenous knowledge, and high levels of community engagement.


Values

Ko te mana o Te Whare Wānanga o Waikato ka herea ki tō tātou:
· Tū ngātahi me te Māori
· Mahi pono
· Whakanui i ngā huarahi hou
· Whakarewa i te hiringa i te mahara

The University of Waikato places a high value on:
· Partnership with Māori
· Acting with integrity
· Celebrating diversity
· Promoting creativity


1. GENERAL

The Sport and Wellbeing Group develop and manage high quality, relevant sport and wellbeing programmes and facilities that support students, staff and the wider community to be active and healthy, enhancing the University of Waikato experience.  Sport and Wellbeing managed facilities and services include UniRec, Wellbeing Hub, Esport Arena, and university sport fields, events and clubs.   
  
The Group is part of the Office of the Vice-Chancellor, the university's executive leadership office, and is led by the Associate Director, Sport and Wellbeing.  





2. POSITION PURPOSE

The Social Media Content Specialist is responsible for planning, creating, publishing and optimising engaging digital content that promotes UniRec and Sport and Wellbeing services, programmes and events. 

The role supports student engagement, participation and brand visibility through high-quality social media, web and marketing communications that align with UniRec and University of Waikato brand guidelines and strategic priorities. 

Working closely with the Sport and Wellbeing Marketing Manager and wider team, the position contributes to integrated marketing campaigns, strengthens relationships with students and partners, and enhances the overall UniRec and Sport and Wellbeing experience. 

3. FUNCTIONAL RELATIONSHIPS 

Internal:	Associate Director, Sport and Wellbeing 
	Marketing Manager 
	Health & Fitness manager 
	Customer Operations Manager    
	Sport and Wellbeing / UniRec Group staff  
	Students and university staff 

External:		Waikato Students Union  
Members of the Public


 
4. KEY RESPONSIBILITIES

Digital and Social Media Content Delivery
· Plan, create, publish and manage engaging, high-quality social media content across UniRec platforms (including Instagram, Facebook and TikTok) in alignment with University and UniRec brand guidelines. 
· Manage day-to-day operation of UniRec social media channels, including content scheduling, community engagement, direct message responses and collaboration activity. 
· Produce recurring and campaign-based content that supports participation, awareness and engagement (e.g. orientation, group exercise, social sport, workshops and events). 
· Capture and edit photo and video content for use across social, web and digital marketing channels. 
· Align organic content with major marketing campaigns and paid advertising activity. 
· Monitor social media performance and prepare regular reports on engagement, reach, trends and audience growth





Marketing and Communications Support
· Maintain and update UniRec web content, including campaign landing pages, timetables, staff pages and online membership information, ensuring accuracy and usability. 
· Respond to digital enquiries, including webchat and online messages, in a timely and student-focused manner. 
· Develop and distribute monthly UniRec member newsletters and contribute content to University student and staff communications channels. 
· Produce and update internal and external marketing collateral, including posters, digital screens and advertising assets, using approved design tools and templates. 
· Support the coordination of campaign photoshoots and content production activities. 
· Contribute to integrated marketing campaigns across Sport and Wellbeing programmes and initiatives. 

Events and Engagement 
· Support the planning and delivery of promotional activations and events both on and off campus, including Orientation, Open Day and partner activities. 
· Attend key events, challenges and promotional activities to support content capture and audience engagement. 
· Build and maintain effective working relationships with central University marketing teams, student organisations and external partners. 

Health, Safety and Wellbeing 
1. Actively contribute to maintaining a safe and healthy working environment for self, colleagues and students. 
1. Comply with and undertake responsibilities set out in the University’s Health and Safety Policy

Team Contribution and Collaboration 
1. Work effectively as a member of the Sport and Wellbeing Team to support other team members and provide support and/or coverage of functions.
1. Work collaboratively to encourage transparency across activities, open sharing of knowledge, and the building of positive relationships to support a high-performance culture.
1. Work with other team members on projects.
1. Support a positive culture and morale.

Continuous Improvement 
· Actively contribute to the ongoing development improvement of Sport and Wellbeing systems, processes and digital practices. 
· Identify opportunities to enhance content quality, efficiency and audience engagement through innovation and best practice

NOTE: 	Staff have an annual Objectives, Development and Reflection (ODR) meeting with their manager. 




5. PERFORMANCE STANDARDS

The Social Media Content Specialist will be performing satisfactorily when: 

· UniRec social media channels are actively managed with consistent, engaging and on-brand content that supports key campaigns and events. 
· Content is planned and delivered on schedule, with positive trends evident in engagement, reach and follower growth. 
· Online enquiries and direct messages are responded to promptly, professionally and with a student-focused approach. 
· High-quality photo, video and graphic content is produced for use across digital platforms. 
· UniRec webpages, online timetables and membership information are accurate, current and user-friendly. 
· Monthly newsletters and marketing communications are produced on time and effectively support awareness and participation. 
· Marketing collateral aligns with University branding and quality standards. 
· Effective working relationships are maintained with internal teams, central marketing and key partners. 
· Contributions to campaigns, events, meetings and projects support team and organisational objectives. 
· Professional conduct, University policies, brand standards, and health and safety requirements are consistently upheld. 
· Interactions in the course of performing duties are conducted professionally, respectfully and collaboratively.
· Valuable contribution and participation in relevant meetings and/or projects is provided.
· Advice provided complies with professional standards, University policies and procedures and supports the University’s strategic objectives.
· Safe and healthy work practices are followed that comply with University policies and procedures, relevant work standards and statutory obligations.
· 

PERSON SPECIFICATION


EDUCATIONAL QUALIFICATIONS

Essential
· A relevant tertiary qualification in marketing, communications, digital media, design, journalism or equivalent relevant experience. 

Desirable
· Training or certification in social media marketing, digital content creation or graphic design 

SKILLS, KNOWLEDGE and EXPERIENCE

Essential
· Demonstrated experience managing and creating content for social media platforms (Instagram, Facebook, TikTok). 
· Experience capturing and editing photo and video content for digital use. 
· Strong written communication skills with the ability to adapt tone for different audiences. 
· Experience managing website content and digital platforms. 
· Ability to plan, prioritise and deliver multiple content streams and deadlines. 
· Competency using digital tools such as Adobe Creative Suite, content management systems and social media scheduling platforms. 
· Strong interpersonal skills and the ability to work collaboratively with a range of stakeholders. 
· Advanced Microsoft Office skills, including Word, Excel and PowerPoint 
· Commitment to equal opportunity and to the University’s partnership with Māori as intended by the Treaty of Waitangi. Demonstrated awareness of Māori and Pacific cultures.
· Current full driver’s license.

Preferred
· Experience producing newsletters or EDMs (e.g. Mailchimp). 
· Experience analysing social media performance and reporting on engagement and trends. 
· Understanding of student audiences and the tertiary education environment. 
· Basic understanding of te reo Māori and tikanga, or a willingness to upskill. 

PERSONAL QUALITIES

· Creative, proactive and detail-oriented. 
· Highly organised with the ability to manage competing priorities. 
· Adaptable and responsive in a fast-paced, student-focused environment. 
· Confident working independently while contributing positively to a team. 
· Enthusiastic about digital trends, storytelling and audience engagement. 
· Willingness to work flexible hours to support key events and campaigns when required. 
· A collaborative team player who builds positive relationships and contributes to a high-performance culture. 
· Ability to monitor multiple tasks, prioritise and maintain progress.
· Commitment to diversity principles and the University’s partnership with Māori as intended by the Treaty of Waitangi.
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