
 
FTNA Social Media Coordinator – Job description 

 
 
What you will be doing:- 
The FTNA Social Media Coordinator will have responsibility for operating and maintaining the 
charity's social media platforms, subject to the FTNA Social Media Policy and all Data Protection 
and Privacy Policies and Procedures approved by the FTNA council.   The role will include:- 

1.Contributing towards an ongoing assessment of the current state of the FTNA social media and 
making recommendations on how the presence and engagement might be improved, and where 
efforts would be best focused. 

2. Managing FTNA social media on a regular and ongoing basis, whilst producing fresh and 
innovative content. This could also include overseeing the preparation of graphics. 

3. Having an understanding of the relationship of and between the FTNA and TNA to ensure that 
the social media remains up-to-date and relevant. 

4. Regularly liaising with FTNA trustees and its administration staff to be able to receive material 
or re-publish material, and take editorial responsibility for its publication subject to the Social 
Media Policy. 

5. Engaging with the FTNA membership through the social media platforms to encourage 
interaction. 

6. Presenting a report at each bi-monthly FTNA Council Meeting. 

 
What we are looking for:- 
We are looking for someone who can commit long-term (min 2 years), who can work with the 
FTNA team, and who can contribute using their knowledge and experience of the social media 
sector.   
A proven track record is essential.   
Initially working alongside the FTNA Webmaster who will be able to provide the FTNA social 
media guidelines and any other background material needed as a starting point.  As most of 
this role is carried out independently the applicant would need to be self-motivated, have excellent 
IT, written and oral communication skills, along with an eye for accuracy and attention to 
detail.  There will be regular contact with the other FTNA trustees so the ability to ask key 
questions to enable requirements to be clarified would be helpful, as well as being open to giving 
and receiving feedback. 
 
 
What difference will you make:- 
The role of FTNA Social Media Coordinator is extremely important when it comes to allowing the 
Friends to present themselves to their membership and the wider world in general, particularly 
more so as has been proven during the Covid pandemic.  Social media is the predominant form of 
communicating and without it the charity would find it very difficult to function.  
 
 
Please note -  The successful applicant will be required to take up membership with the FTNA 
before taking on the role. References will be required. 


