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BQ Solutions Job Description
The job description is used in the recruitment process to inform the applicants of the job profile and requirement of the scope, duties, tasks, responsibilities and working conditions related to the job with BQ Solutions. Also, used at the performance management process to evaluate the employee’s performance against the description.
	OVERVIEW

	Job Grade
	Grade TBC

	Job Title
	Social Media Assistant

	Strategic Business Unit
	[bookmark: Check4]|X| BQ Solutions     |_| Barzan Holdings  |_| Other JVs 

	Job Specification 
	Social Media Execution & BD Campaign Support

	Reports to
	Head of BD



	QUALIFICATIONS/REQUIREMENTS

	Job Specific Technical Skills
	We are seeking a Social Media Assistant to support the Business Development team by executing social media tasks, monitoring engagement, and helping amplify BD campaigns. The role is focused on content scheduling, basic analytics, and ensuring BD messaging is visible and consistent across platforms.
Key Responsibilities:
· Schedule and publish social media posts across approved platforms.
· Monitor engagement metrics (likes, shares, comments, reach) and report performance to BD Managers.
· Assist in content preparation, including captions, hashtags, and post formatting.
· Coordinate with Graphic Designer and Content Creator to ensure visuals and messaging are aligned.
· Maintain a content calendar for BD campaigns, events, and announcements.
· Respond to basic enquiries or comments under BD posts, escalating where needed.
· Track competitor and industry activity to inform BD visibility.
· Support BD Managers with event promotion, client engagement, and campaign amplification.
· Ensure all posts comply with brand guidelines and organisational tone.
· Archive and document campaign performance for reporting and analysis.
Key Deliverables:
· BD-related social media content published on schedule.
· Engagement metrics tracked and reported.
· Visual and written content aligned with BD campaign goals.
· Content calendar maintained and updated.
· Positive feedback from BD Managers on support effectiveness.

Skills & Competencies:
· Digital Familiarity: Comfortable using social media platforms and scheduling tools.
· Attention to Detail: Accurate formatting, tagging, and post execution.
· Communication: Clear written style and basic client-facing etiquette.
· Organisation: Able to maintain calendars and track campaign timelines.
· Team Collaboration: Works effectively with BD, design, and content teams.
· Adaptability: Responds quickly to campaign changes or urgent posting needs.


	Education and Certification requirements
	High school diploma or equivalent (essential).
Certification or coursework in social media, digital marketing, or communications desirable.

	Years of experience requirements
	3 years’ experience in social media support or digital marketing roles.

Familiarity with BD, marketing, or client engagement environments advantageous.


	WORKING CONDITIONS

	Working Environment
	Based in Doha, Qatar, within a specialist military training camp. Requires regular collaboration with BD Managers, Graphic Designer, and Content Creator. Involves responsibility for executing social media tasks and supporting BD campaigns.
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