
 
 
 

Job Title: Social Media and Website Coordinator 
Location: NKF Headquarters, Worksop, S81 8BW 
Reporting to: Head of Fundraising and Marketing 
Hours: Up to 36 hours (part time considered) 
Salary: Up to £22,000 

 

As Social Media and Website Coordinator, you will be responsible for the growth in 
engagement, updating and daily management of the NKF’s social media channels 
and website, evaluating and reporting on performance to drive engagement and 
reach new audiences. You will also be the primary point of contact for patients, 
members, supporters, and stakeholders. You will provide administrative support to 
the team and be responsible for updating our database, as well as supporting the 
running of our patient engagement projects, events, and our office. 

 
Main duties and responsibilities: 

 Progress the NKF social media strategy and develop plans that drive engagement and 
revenue 

 Act as the main administrator on all social networking accounts for NKF 

 Keep up-to-date with social media trends and competitor activity, providing monthly 
reports and recommendations to the Head of Marketing 

 Work with the Communication and Marketing team to develop a quality digital offering 
across all channels belonging to NKF 

 Develop engaging, creative and innovative content for social media plans that promote 
the NKF and drive engagement & revenue 

 Adapt content for different channels concentrating on getting the right tone of voice for 
the relevant audience and content in the right format for each channel 

 Spot relevant news stories, flag issues and share developments with teams internally. 

 Responsible for planning, strategy and ideas for upcoming awareness days/ weeks/ 
months 

 Design promotional materials for the charity 

 Become an advocate for NKF in social media spaces, engaging in dialogues and 
answering questions where appropriate 

 Responsible for the day to day running of the website, managing website updates from 
across the NKF and ensuring continuous improvement and development to content, 
layout and structure 

 Work with staff to advise on best practice and ensure website content is fresh, up to 
date and in line with our brand, key messages, style and tone of voice. 

 Produce monthly, annual, campaign and ad hoc analysis and evaluation of the website 
to provide data-driven insights and recommendations 

 Use analytics, monitoring/tracking tools and testing strategies to understand more about 
our how the website is being used, helping to optimise it for conversions and create an 
improved supporter experience 

 Provide a high level of administrative support to all areas of the charity 
 
 
 
 



 Update Blackbaud (database) and filing systems 

 Organise mailings to members, supporters, and donors 

 Support with office supply management 

 

General Responsibilities: 

 Co-operate with all staff in maintaining good relationships with outside agencies and 

the general public in order to uphold the NKF’s image and win increased support for 

its work 

 Maintain confidentiality in all areas of work 

 Ensure that your conduct does not conflict with professional expectations. 

 Actively support and promote the NKF strategy and values 

 Co-operate with all staff in maintaining harmonious inter-personal relationships 

 Carry out any other duties as are within the scope, spirit and purpose of the job, the 

title of the post and its grading as requested by your Line Manager or the Chief 

Executive 

Note: This job description reflects the present requirements of the post. As duties 

and responsibilities change and develop, the job description will be reviewed and 

is subject to amendment in consultation with the post holder. 

Person specification: 

 Experience of working in the charity sector would be beneficial 

 Minimum of 2 years’ experience in a social media marketing capacity 

 Extensive knowledge of all social media platforms and how each platform can be 

deployed in different scenarios 

 Experience in creating and making improvements to web content 

 Proven administration experience 

 Experience of database use - Skills / Knowledge/ Abilities 

 Experience of using Photoshop and Canva 

 Exceptional organisational skills 

 Good IT skills including the ability to use Microsoft Outlook, Excel and databases and 

to learn unfamiliar packages quickly and effectively 

 Ability to work within the bounds of confidentiality 

 Ability to think and work independently when needed 

 Excellent attention to detail 

 Ability to act on own initiative and organise personal workloads effectively 

Communication & Interpersonal Skills 

 Excellent communicator with good interpersonal and listening skills. 

 Strong written and verbal communication skills  

     NKF benefits: 
 

 Up to six weeks annual leave  

 Christmas shut down 

 Pension scheme, up to 8% paid by NKF 

 Three times salary death in service insurance 

 Free car parking at HQ 
 
     NKF is committed to promoting equality and diversity. 

 

 


