SOCIAL MEDIA MANAGER
INFORMATION PACK

HELLO YOU.

WE ARE TEDXLONDON
At TEDxLondon we showcase storytellers that are shifting our
society in the right direction. This is your opportunity to be a part
of something truly inspiring. Joining the TEDxLondon team is
about making a diﬀerence to the London community and beyond.
Over the past ﬁve years we’ve had over 90 speakers create talks
that have gone on to be viewed over 17 million times, have helped
shift UK government policy and have created ripple eﬀects that
lasted long after our events. Together, we seek out the most
important and innovative solutions that go beyond limitations,
beyond labels, pushing boundaries to create the kind of world we
all want to live in.
We’re looking for individuals who want to be a part of a dynamic
and highly motivated team who are passionate about using the
TEDx platform and their own skills to enact change. We are a
non-proﬁt, volunteer-led organisation, run by a core team of
dedicated volunteers – we are changemakers and optimists,
community builders and creatives, audience magicians and poets.
And now we are looking to grow our TEDxLondon family - are you
in?

WE’VE BUILT
A LEGACY
TEDxLondon, under the current leadership, is in its ﬁfth year. In
this relatively short time it has been recognised on a global level
by TED as being one of the top TEDx events. And in 20220 we
were granted one of the ﬁrst ever Legacy licences, recognising
that we have built a meaningful legacy within our community.
The Legacy licence is a new initiative, granted to long-standing
TEDx events (only nine worldwide) which have demonstrated an
exceptional commitment to ideas worth spreading, community
mentorship, and TED values.
To receive this prestigious recognition, TEDxLondon had to meet
the following criteria:
●
A role model to other TEDx events - a shining example of
the high standard of TEDx in curation, partnerships and
community engagement
●
TEDx event attendees’ NPS survey score consistently
above average
●
Meaningful contributor to the internal TEDx community
through activities such as organiser workshops,
mentoring and sharing learnings

OVERVIEW
TEDXLONDON TALKS

90

5

SPEAKERS OVER 5 YEARS

TALKS RECOMMENDED on
TED’s ‘TEDx Shorts’ PODCAST

17

million

VIEWS ONLINE

11

talks

FEATURED ON TED.COM

‘TEDx SHORTS’ is a TED podcast that
highlights the best short ideas from TEDx
speakers around the world:
• Ben Hurst: Boys won’t be boys. Boys will be
what we teach them to be.
• Dr Clara Barker: Why we need to build trust
to create diversity in institutions;
• James Logan: Nature’s disease detectives:
animals;
• Angela Francis: Saving the planet without
making it everyone’s top priority;
• Amrou Al-Kadhi: How I embrace
contradiction as a queer Muslim drag queen.

SOCIAL MEDIA MANAGER
OVERVIEW OF ROLE
Our Social Media Manager will produce and deliver digital
content for one of our content streams.You will love writing, get
excited about seeing the responses your posts get and have
experience in pushing out content in all its various forms. You
will believe in our mission and values and see how these are
reﬂected in online content.
Currently, we have three main content streams and two of
these sit under the communication team’s portfolio:
#1 Events
TEDxLondon runs two incredible TED style events each year.
TEDxLondonWomen | #ShowingUp
TEDxLondon | Beyond Borders

Our aim is to sell tickets and encourage an audience of curious
minds to join our events. We believe our event day audience can be
our best advocates and help spread the ideas from our talks long
after the event.
The kind of content you’ll be creating is general ticket sales
communications, such as launching speakers and sharing the
mission, theme and purpose of this event. Whether it’s video,
graphics or copy, you’ll be looking for fun and creative ways to
attract folks to join us. There will always be some important logistical
work with this content stream, such as making sure our audience
arrives on time and knows where to go!
During the event, you’ll be a key player in making sure we share all
the ideas and atmosphere of the day. Post event you’ll be thinking
about how to share the speaker’s talks once they go live too.

SOCIAL MEDIA MANAGER
OVERVIEW OF ROLE
#2 Impact
TEDxLondon is a leading voice in the TEDx community and in London. Our speakers (and their ideas) have gone on to change laws, win
awards, write books and more. We want to share these ideas throughout the year and build our reputation as a platform for diverse
intersectional thought in gender and racial inequality, intersectional feminism, climate change and imagining new futures. We also want to
have the capacity and scope to respond to our ever evolving world and new ideas that come up in society and the media.
Drawing on our huge pool of past speakers' talks and ideas (approx. 90), you’ll be using copy, graphics and video to share these life
changing ideas long after the event. You’ll leverage key awareness days or current events to share our mission and speaker ideas. You’ll
also be given the opportunity to lead our Pride campaign, which is one of our most important campaigns in the year.

#3 Climate Curious
Our Climate Curious podcast has grown from strength to strength over the past two years and is heading into Season 4. Climate Curious
content makes up our third content stream but is managed by the Podcast Comms Manager. The podcast team collaborates with the
comms team regularly, but the responsibility for this content lies with them.

SOCIAL MEDIA MANAGER
OVERVIEW OF ROLE
The successful person will work with the Head of
Communications to see which content stream, Events or
Impact, works best for them to lead. Regardless of which one
you lead, you will be hands-on and create content for email,
Instagram, Facebook, Twitter, LinkedIn and the website. That
means you’ll be conﬁdent in taking ownership of their comms
tasks and taking an initial idea all the way through to its
completion.
In the run up to events and on event days, the team will come
together to focus our energies. You will be responsible for
leading on certain aspects of the comms plan and managing
volunteers as necessary.
We do ask that you have experience in using: Mailchimp or
similar, Wordpress or similar, GSuite, Buﬀer or similar. You must
also be familiar with the ins and outs of the social media
platforms we use.

This is a demanding role, but you’ll be working closely with
the Head of Communications to set the direction of our
comms and have the freedom to get creative and try out new
ideas. We will support our comms team by providing
resources to create video, graphics and audio as needed therefore you do not need these speciﬁc skills, but they are
welcome.

Please note that this is a volunteer position as part of the
TEDxLondon Core Team.
Being a part of TEDxLondon is fun but it’s also demanding.
Over the years we have found that in order for you to thrive and
enjoy your role as part of the TEDxLondon team you need:
1.
To be intrinsically motivated and excited to be part of
TEDxLondon.
2.
To have control of your diary and make this a priority.
3.
To bring your skills to the role, as well as have a
willingness to learn and develop.

ROLE DETAILS
SKILLS AND EXPERIENCE
You will have experience or skills in the following:
●

●
●
●
●
●
●

Experience in creating high quality digital
communications, including writing, creating/sourcing
graphics, video and other forms of content, and
scheduling these for social media channels, emails and
websites.
Excellent written and verbal skills in English
Able to capture TEDxLondon’s tone of voice
Experience of leading social media campaigns
Very organised with high attention to detail
Creative and open to trying out new ideas
Great working knowledge of social media channels and
how to use these eﬀectively

●

●
●
●
●
●

Comfortable working with a diverse range of
stakeholders and liaising with them to create content as
needed
Passion and understanding of TEDxLondon’s mission
and values
Happy to work remotely, in particular using Zoom, Slack
& Google Suite.
Conﬁdent in using Mailchimp or similar, Wordpress or
similar, and Buﬀer or similar.
Happy to try something new and work between/support
other members of the teams as needed.
You want to see change in the world we live in!

ROLE RESPONSIBILITIES
●

Writing, editing, prooﬁng and scheduling content
for social media, emails and website, according to
your speciﬁc campaign/stream of work

●

Liaising with the wider team, speakers and
freelancers to create content, for example
coordinating creation of video clips or additional
content with speakers.

●

Act as a guardian of the TEDxLondon ‘tone of
voice’ and support the team develop their
communications as needed.
In the run up to events, to lead on certain aspects
of the comms plan and manage volunteers as
necessary.

●

●

Occasionally, we will all muck in and work
between teams and our traditional ‘job titles’. We
have found being willing to learn and try new
things means you get the most out of being in the
team!

TIME COMMITMENT
The position requires approximately 4-5 hours a week.
Please note: we’ve learnt over the past few years that the comms team
time commitment looks slightly diﬀerent to other roles. Ideally the right
person can check in little and often, rather than seeing the time
commitment as a block of time per week. Part of this is to help us keep
an eye on social media channels and respond when appropriate.
In addition to working these hours you will need to attend team
meetings every 2 weeks during the year and every week in the month
leading up to our events. Currently these team meetings are on Monday
evenings and split between virtual and in person meetings.
All team members agree to answer Slack messages within 2 days
Quarterly comms planning meetings - the comms team gets together
over a weekend for 2-3 hours to map out the next quarter’s campaigns
(usually this is over brunch and much chatting!).
Additional time commitments for the entire TEDxLondon team include
attending volunteer training days and planning workshops throughout
the year and supporting our TED Circles events. These additional events
are booked in advance and at convenient times for the team.

INTERESTED?
HOW TO APPLY
Please

complete

this

form.

Interviews will take place w/c 10th October 2022.
Deadline for applications is 5:30pm Friday 7th
October
2022
Target start date for this role is mid-October 2022.

