
 

 
DIGITAL MEDIA  

APPRENTICE 

1 
  

 

 

Job Description 
 

Team: Content and Marketing 

Salary: £10,000 per annum –(depending on experience, fixed term for duration of  

   Apprenticeship) 

Purpose of Job: 

 
• During this 18 month apprenticeship, you will work and study towards gaining a Level 

3 Standard in Digital Marketing 

• Based at our head office in Seaham, County Durham, you will be involved in helping to 

manage several social media accounts, generating engaging content and assisting with 

marketing campaigns and other digital projects 

• Active and direct contribution to the successful planning and delivery of UMi branded 

campaigns, alongside the provision of a high quality service to our customers and 

partners 

Scope of Work - Main Responsibilities: 

 
• As a Digital Media Apprentice, you will be actively involved in the delivery of our 

business news service and its daily bulletin, duties will include; helping manage press 

release submissions, drafting news stories, uploading content and creating visuals 

• You will be part of our content and marketing team and provide support to a range of 

in-house and external social media campaigns, from researching and preparing 

relevant content, tracking reactions and compiling reports for internal meetings and 

reports 

• You will update our database of contacts from individuals working in media to business 

owners who have taken part in UMi events and services 

• You will help update our UMi digital platforms from our corporate websites to our 

dedicated social media channels, YouTube account, Google Maps listing and more 

• You will compile additional written notes and summaries for our series of webinars, 

podcast episodes, video Q&As and interviews 

• You will help develop and promote our content using social media tactics, search 

engine optimisation, email marketing and online advertising 

• You will measure and report on performance of social media and digital campaigns 

using Google Analytics, Search Console and other online tracking tools 
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• You will provide admin support to the members of the content and marketing team, 

from diary management to drafting campaign reports, compiling minutes of meeting, 

collating feedback from events, organising photos and video files, etc 

• You will assist in delivering events, both physical and virtual, working with the team to 

organise interviews and meetings and to undertake live posting and engagement at 

events 

• You will take part in internal and external meetings to contribute new ideas and a fresh 

approach to social media and digital marketing to improve our community experience 

Position within the Organisation: 
 

• The role reports to the Head of Content and Marketing  

• The role requires a close working relationship with the Content and Marketing Team 

and across other project teams 

Dimensions and Limits of Authority: 

 
• The role holder is not responsible for managing and monitoring costs but will have 

responsibility for delivering all elements of work within strict deadlines 

• Decision making based upon knowledge within role and in line with UMi guidelines 

We Are Brilliant Standards: 

 
• To embrace and demonstrate with integrity, the standards and behaviours which 

underpin the business’s values 

• To maintain the highest standard of professional conduct at all times both in business 

and socially with colleagues, clients, business networks and partnerships 

• To commit to the principle and practice of Continuous Professional Development and to 

undertake additional training to meet individual and organisational needs 

• To follow Health and Safety procedures put in place by the business to ensure the 

safety of you, your colleagues and others who may be affected 

• To uphold the business’s commitment to equality of opportunity to all and following 

UMi’s Equality, Diversity and Inclusion Policy 

• To support the business in achieving its sustainability and environmental aims and 

objectives 

• To contribute proactively to sharing ideas, knowledge and best practice to bring about 

business improvement  

• To undertake any other additional tasks and responsibilities appropriate to the level of 

this post 
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Summary of Knowledge, Skills and Experience–Essential 

• Highly organised, confident and professional  

• Knowledgeable about social media platforms 

• Excellent communication skills (both written and spoken)  

• Strong IT skills (competent working with Microsoft Office applications) 

• Willing to work hard and have a keen interest in digital marketing and social media 

• Creative and resourceful with a can-do attitude and fantastic attention to detail 

• Ambitious and keen to embrace new challenges, with a healthy attitude towards 

learning new skills and ways of working 

• Ability to multi-task and operate within a fast-paced context when required 

• Strong work ethic and team player 

• Ability to prioritise workload effectively 

 

Summary of Knowledge, Skills and Experience–Desirable 

• Knowledgeable about types of visual content that best drive engagement and 

community growth 

• Experience in using online tools and apps to create social media content and simple 

audio and video messages 

• Interested in current digital communications practices and trends, curious about future 

solutions such as live video, online chats and community management 

 

 

 

 

 

 

 

 

 

 

 

Job Holder Signature: 

 

------------------------------------------------------------------- 

 

Line Manager Signature: 

 

------------------------------------------------------------------- 
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COMPETENCY 

AND BEHAVIOURS 

ONE OF THE TEAM SETTING AN EXAMPLE STANDING OUT FROM THE CROWD 

DECISIVENESS 

 

 

 

 

Presents clear information  

and analysis to aid decision making. 

Always present a recommendation  

which is well considered and  

underpinned by sound research. 

Thoroughly considers factual and personal information and  

makes recommendations based on financial and  

reputational factors.  Where risks are identified a well  

thought through mitigation strategy is presented. 

BUILDING & 

ENHANCING 

RELATIONSHIPS 

Recognised as being approachable,  

takes action to put others at ease.   

Presents themselves in a professional  

manner. 

Actively invests the time to get to  

know individuals and organisations  

and is a source of advice for  

others. 

Is highly approachable and a trusted colleague recognised  

as a source of advice for others.  Takes the time to think  

through how to approach a new relationship or how they  

can add value to an existing relationship.  Acts as an  

ambassador of UMi internally and externally.  

ORGANISATIONAL 

AWARENESS 

Can describe who we are, what we  

do and what makes us special. 

Actively gets involved in business  

wide projects and proactively  

promotes business services 

Is well recognised across the business, instigates cross  

selling opportunities and has a demonstrable  

understanding of key projects and performance at all  

times. 

DEVELOPING SELF 

AND OTHERS 

Actively participates in training  

opportunities and in 1:1’s to identify  

areas for self-development. 

 

Proactively offers support to others  

based on their experience and  

specialism, and looks for  

opportunities internally to develop  

skills and experience or learn from  

others 

Without instruction undertakes both formal and informal  

development activities such as online webinars, personal  

research, external training and update sessions.  

Proactively engages in external opportunities for self- 

development e.g., involvement in charities, sports clubs  

etc. 

COMMUNICATION 

& INFLUENCING 

Consistently structures both written  

and verbal communication well,  

using the most effective method  

whether face to face, always  

checking to ensure the recipient has  

a clear understanding. 

Tailors communication effectively  

to meet the needs of the recipient.   

Takes the time to understand how  

best to approach a situation and  

also actively considers how the  

other person will perceive things. 

Actively develops new strategies for communicating that  

encourage engagement and presents information  

effectively. 

PLANNING & 

DRIVE FOR 

ACHIEVEMENT 

Displays a positive outlook at all  

times, independently plans workload  

and proactively communicates and  

negotiates changes to agreed  

deadlines.  Consistently punctual and  

well organised and always clear  

about what outcome is required. 

Suggests solutions to be able to  

accelerate activity or re prioritise  

to enable increased activity to be  

handled, constructively challenges  

targets and encourages others to  

succeed. 

Set themselves personally challenging targets, operates  

independently and proactively makes recommendations for  

improvement in either team or group methods and  

approaches. 


