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Social Media Volunteer Role Description 
for Woolwich Front Room

Are you looking to volunteer in a meaningful, but fun and engaging way? Have you got 4 or more hours to spare each week and want to share your skills and experience to make a difference?

The Woolwich Front Room is a vibrant and exciting hub in the heart of Woolwich. We run community events and activities, adult learning courses and host a variety of activities.  We also have a Lounge space where we welcome people to hang out, grab a cup of tea and have a chat.  

	Role
	Woolwich Front Room Social Media Volunteer 


	Purpose
	To support the Woolwich Front Room with social media across the different platforms to promote the venue and events hosted.
The Social Media Volunteer will work under the direction of Front Room manager on tasks such as preparing, programming, and posting relevant updates and information on Instagram and other social media outlets, and updating the website.

	Responsible to
	The Woolwich Front Room Manager and external bookers when necessary

	Commitment
	4 hours minimum per week; 6 month commitment preferred; expenses will be covered (travel on receipt of proof of travel), and for shifts longer than 4 hours, we will provide a free meal

	Location
	Woolwich Front Room, 105 Powis Street, SE18 6JB




	Tasks (these include some that you will receive specific training for)

	· To volunteer at least 4 hours per week on a pre-arranged basis
· To undertake specific social media tasks as required and as directed by the Front Room Manager and Enterprise Development Lead, and in line with the communications strategy
· To update the Wix website as needed with new events and other news (training will be given) 
· To create content to promote our work and space for hire and post on relevant social media platforms
· To grow the WFR following on social media platforms 
· To carry out tasks in line with the GCDA policies including:
· Health and Safety Policy
· Volunteer Policy
· Style Guide 
· To undertake induction, training, and development consistent with your role
· To comply with volunteer terms and conditions, regulations and agreement

	Personal attributes
	· A passion for social media & marketing
· Knowledge of Hoot Suite for scheduling social media posts
· Knowledge of social media platforms (Instagram, Facebook and Tik Tok)
· Knowledge of using Content Management Systems like Wix to update websites
· Ability to communicate in a clear and respectful manner 
· Behave in a friendly and hospitable manner to all external partners, stakeholders and all GCDA staff
· Able to use own initiative
· Observant with an eye for detail 

	It’s an Opportunity to…
	· Develop and share your skills in social media marketing in a community setting
· Make a tangible difference to a vibrant and essential community space
· Meet new people and become part of a committed, fun team 



How to apply:
To apply, please complete this application form and email it to woolwichfrontroom@gcda.org.uk by Wednesday, August 20th at 10am.
Informal interviews will take place on Tuesday, August 26th at Woolwich Front Room in the afternoon (alternative dates can be arranged if needed).
For an informal chat about the role please contact the Woolwich Front Room Manager Geraldine on  geraldine@gcda.org.uk or 020 4524 2685 (Tuesday – Friday, 10.30am – 4.30pm).
Thank you for your interest in supporting the work of Woolwich Front Room! We will contact you after the deadline to follow up your application.
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