- 1 -

- 4 -


[image: image1.jpg]ENGINEERS
AUSTRALIA




POSITION DESCRIPTION

1. POSITION TITLE: 
Digital Marketing Officer
2. WORK UNIT: 
Marketing
3.
RESPONSIBLE TO: 
Digital Marketing and Content Manager
3. LOCATION: 

Canberra office, ACT
4. PURPOSE: 
The Digital Marketing Officer is primarily responsible for managing the Engineers Australia Social Media Community and providing administrative support to the marketing team.

5. DUTIES

· Manage and engage with the social media community across all platforms, by regularly monitoring and responding to day to day social media feeds and requests
· Manage and respond to website requests 

· Coordinate with key stakeholders in the business to book eDMs and social media posts using the online “livewire” calendars 

· Help drive the social media strategy for Engineers Australia by managing reactive social media requests

· Assist with building social media campaigns in Marketing Cloud Social Studio
· Manage the marketing team cases in SalesForce

· Managing the marketing team’s collateral in the Engineers Australia “Staff Portal” 

· Assist in developing social media and eDM reports on behalf of the digital marketing unit
· Assist the marketing team to act as an overflow to action requests when required

· Other duties as directed by the Digital Marketing and Content Manager 
6. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As a worker for Engineers Australia, you must:

· Take reasonable care for your own health and safety in the workplace

· Take reasonable care that your acts or omissions do not adversely affect the health and safety of others in the workplace

· Cooperate with your employer about matters of health and safety

· Comply with any reasonable instruction and cooperate with Engineers Australia’s WHS policies and procedures

· Familiarise the broad meaning of ‘workplace’ in health and safety legislation and Engineers Australia WHS policies and procedures.

7. COMMUNICATION AND RELATIONSHIPS

· The position works closely with the Digital Marketing and Content Manager, Campaign managers, the broader marketing team and EA staff.  

· Fosters positive relationships with business owners within Engineers Australia. Also works with external partners and agencies. 
8. OUR VALUES
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We are committed to delivering exceptional products, services and experiences for our
members and customers.

We do this by:

« caring about our members and customers, listening to them and seeking to understand their needs
« helping our customers achieve their goals

« providing service excellence

« using our member's funds prudently and in a sustainable way

ACHIEVE TOGETHER

We are at our best when we collaborate and use our collective expertise.
We do this by:

« working inclusively as ‘One Team' to create a positive and enthusiastic culture

« valuing everyone's contribution, respecting the uniqueness of individuals
« sharing information and ideas openly and broadly

o encouraging and supporting others to do their best

EMBRACE PROGRESS

We actively seek out ways to improve through adopting ideas from our colleagues, customers
and the world around us.

We do this by:

« staying informed in our ever changing world

« being agile and adopting new and simpler ways of working

« actively coaching, mentoring and encouraging creative thinking
o accepting mistakes can happen and learning from them

ACT WITH INTEGRITY

We eam trust by being authentic and accountable.

We do this by:

« doing the right thing, even when itis not easy

« giving and expecting our best, always

« keeping our promises, saying what we mean and doing as we say

* communicating openly, honestly and respectfully, being mindful of impact





9. SELECTION CRITERIA
· Degree in Marketing or Communications (or equivalent). Alternatively, experience in Digital Marketing and Communications equivalent to 2+ years
· Demonstrated experience in customer service environment

· Excellent interpersonal, written and oral communication skills

· Demonstrated experience in developing and managing online communities in any or all of the following social media platforms: Facebook, LinkedIn, Twitter or Instagram
· Understand principles of digital marketing  and the need to adhere to a code of ethics when acting as the voice of the organisation
· Ability to adjust quickly to changing priorities and conditions as needed

· Ability to multi-task and manage defined timelines

· Strong relationship building skills

· Ability to think critically and bring innovative solutions to marketing challenges

· Experience with Salesforce, Social Studio, Marketing Cloud (Exact Target) and Drupal will be highly regarded. 

Qualities & attributes

· Willingness to pitch-in and operate as a team player - doing whatever necessary to drive the business forward

· Energy, motivation, and commitment to drive and deliver results in a challenging, fast-paced environment

· Efficient time management skills with the ability to prioritise multiple projects simultaneously

· Advanced analytical and problem solving skills
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