
Social Media & 
Marketing Co-ordinator 
(self-employed) 

 
Job description To raise awareness of All Aboard Club (AAC) and its activities to a 

wide range of audiences using social media and email marketing.  

Hours of 
employment 

7 hours per week (flexible) 

Hourly rate £25 per hour 

Current duties • Creating and posting a regular programme of eye-catching 
social media posts across AAC channels. 

• Posting AAC content on local community and support 
Facebook groups and pages 

• Monitor and respond to comments on our social media 
channels 

• Identify other relevant social media accounts to follow and 
interact with. 

• Encouraging readers to interact, follow and share our social 
media and email communications 

• Writing and distributing a regular email newsletter to our 
supporters 

• Maintaining and monitoring our email database of 2,000 
contacts 

• Researching and updating our directory of community and 
support groups (we already have 200+ organisations listed) 

• Sending routine reminder and follow-up emails to audiences 
who attend our play sessions. 

• Developing AAC’s presence on Twitter and Instagram 
 
This role is evolving. Therefore these duties may change over time.  

Skills & 
experience 
required 

ESSENTIAL 

• Proven experience of designing and posting content on  a 
small organisation’s social media channels to raise awareness 
and encourage responses from specified target audiences.  

• Experience of writing engaging, friendly social media content 
suitable for different audiences and platforms, including 
appropriate eye-catching media. 

• Experience in using social media functionality to maximise the 
potential readership for social media posts, including tagging, 
hashtags and cross-posting.  



• Experience of sourcing, writing and editing engaging content 
for email newsletters, which informs and encourages 
audiences to take action. 

• Experience of working within a small organisation where 
priorities can change at short notice. 

• Able to communicate effectively by email, phone and Zoom 
with AAC colleagues.  

• Able to work with minimal supervision. 

• Be proactive in identifying problems and recommending 
improvements to existing systems. 

• Good attention to detail, including proof-reading. 

• Computer literate, particularly in Microsoft Office, email and 
Dropbox.  

DESIRABLE 

• Personal experience of autism/ADHD (through friends, family 
or your own lived experience) 

• Experience of using email platforms such as Mailchimp or 
MailerLite to design and distribute email newsletters. 

Where & when This role works remotely. Tasks can be carried out at flexible times 
including evenings and weekends, although some social media work 
will require posting at specific times/days. You will also need to be 
able to monitor and reply to social media responses in a timely way. 
You will therefore need to spread your hours across a minimum of 3 
days per week. 

The role will be supervised by the AAC Administrator, using regular 
Zoom calls. 

Self-employed 
status 

This role is offered on a self-employed basis. You will need to 
complete your own self-assessment tax return. 

The role is funded by Access to Work, and is reviewed on an annual 
basis. Therefore the post holder will need to submit a monthly report 
of their hours worked to a 3rd party agency, which will make 
payments to them directly. 

You will be required to provide your own IT equipment and a suitable 
place to work. 

More about All 
Aboard Club 

For more information about All Aboard Club: 

• Website: www.allaboardclub.com 

• Facebook: www.facebook.com/allaboardclubuk 
What does an All Aboard Club play session look like? Watch our 
Youtube videos here: 

• https://www.youtube.com/watch?v=jNvJt8YrfYg 

• https://www.youtube.com/watch?v=J9vZ0A5UTeE 

http://www.allaboardclub.com/
http://www.facebook.com/allaboardclubuk
https://www.youtube.com/watch?v=jNvJt8YrfYg
https://www.youtube.com/watch?v=J9vZ0A5UTeE


How to apply Please email your CV to info@allaboardclub.com, together with a 
covering letter (no more than 300 words) which explains how your 
experience matches the position. Please give examples of similar 
work you have carried out, including screenshots if possible. 

Your application should reach us by Sunday 13 November. Interviews 
will be held during the week commencing 21 November. 
If you are short-listed for the post, we will invite you to a phone or 
Zoom call with the managing director, Richard Semmens and the 
current role holder, at a convenient time for you. 
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