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Job Description

	Job Title:

	Digital Content Producer
	Date Reviewed:   28/02/2020

	Reports to:

	[bookmark: _GoBack] Communications & Digital Content Manager

	Responsible for:

	The creation of regular high-quality digital content, primarily video, and distribution across all digital channels. 


	Principally relates to:

	Communications & Digital Content Manager, Marketing Officer, Head of Marketing & Brand, Director of Marketing & Development, Head of Visitor Services


	Purpose of the role:




	Lead on the regular creation of original, engaging and high-quality digital content to support Eureka!’s digital-first marketing and communications strategy. Working closely with the Communications & Digital Content Manager and collaboratively with all members of the Marketing and Development team to plan digital content relevant to each channel and ensure it engages audiences. Work cross-functionally throughout the organisation and wider Eureka! stakeholders to plan, develop and deliver on-brand digital content, primarily video, with high production values. Ensure that digital content supports the aims of the Audience Development Plan, drives visitor numbers and supports wider brand awareness. 
 



Main Areas of responsibility:

Digital Content Production
· Capturing of high-quality photography for use in marketing and communications activity – showcasing what happens at Eureka! whether in the museum or behind the scenes
· Frequent high-quality video production, including concept generation, organisation and logistics, filming, audio recording, editing, outputting video content to ensure it is relevant to each channel across Facebook, Twitter, Instagram and YouTube
· Collaborate across all museum departments and activities to identify opportunities to tell stories and create engaging content that is in line with our brand
· Ensure all digital content produced conforms to a variety of format guidelines and is suitable for use across all platforms
· Work closely with front of house staff, and public and school visitors to capture moments and activity on an ad hoc basis within our safeguarding guidelines
·  Maximise resources to ensure operational costs are minimised, whilst maintaining standards of output and creativity


Digital Content Sharing/Planning
· Awareness and understanding of the digital media landscape and storytelling to ensure Eureka! is using the latest trends and best practice to create high quality and engaging content
· Data analysis of the performance of digital content across multiple channels in order to apply learnings to ensure engagement is maximised
· Input, monitor and update the content calendar and ensure content is produced and disseminated to the planned schedule of activity
· Be responsive and flexible to create and deliver content reactively or at short notice (unplanned for events)
· Confidently engage and create rapport with visitors, members of the public, children, families to create content as required
Administration
· Budget management of digital equipment
· Management of digital assets
· Management of technical requirements (hardware and software) in regard to video, photography, audio production, editing and dissemination
· Ensure cross departmental awareness of opportunities both on and off site

Relationships
· Ensure effective communication with all stakeholders, including staff, volunteers and external agencies and suppliers
· Support Eureka! Nursery’s production of digital content for web and social media

Special features
· Occasional working out of hours at evenings or weekends, to attend events and activities in order to generate content

Details of education/experience required and qualifications needed
Essential: 
· Experience of creating high-quality video and digital content in tight timeframes, in a communications or marketing role
· Experience of creating content for a range of audiences, delivered via different mediums, exhibiting an understanding of the use of tone of voice to communicate effectively
· Educated to degree level or equivalent experience
· Relevant qualifications/equivalent experience in media production software and hardware
· Experience and understanding of social media audience and digital community building and marketing
· Demonstrable understanding of digital media content delivery formats, strong grasp of best practice and latest trends in digital media
· Experience of confidently engaging with members of the public to create digital content

Desirable:
· Experience of working in the visitor attraction, tourism, leisure or museum sector
· Good knowledge of social media accessibility and functionality and content management systems


Details of special skills/experience/aptitudes needed
· Excellent written and verbal communications skills, and comfortable working with a range of stakeholders including young children
· Creative thinker with ability to create content and work within a set of brand guidelines and to a brief
· Affinity with the Eureka! brand and audience, and what will engage them
· Confidence in engaging with staff, visitors and volunteers alike
· Drive and ability to meet targets, both individually and as part of a team
· Approachable, enthusiastic and confident self-starter, who can build strong relationships and rapport
· Ability to respond creatively and positively to challenges and feedback
· Thorough knowledge and understanding of digital including ability to research software and hardware requirements
· Excellent organisational skills
· Good Microsoft Office, Adobe Suite software skills or similar content creation software
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