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JOB DESCRIPTION
	Job Title 
	Digital Services Officer


	Salary
	£29,577 - £33,782 + £626 London Weighting


	Directorate: 
	Delivery
	Section/Location:
	Digital Services

	Grade/Salary Range:
	BG-G
	Work style:
	Home Flex


	Key Objectives of the role

	· To assist the Head of Digital in the development, management and quality control of council digital services (public website, intranet, microsites, forms and associated web applications) to ensure that they meet customer needs and comply with web standards.
· The role involves a mix of content editing, form creation, publishing, quality 
control and responsibility for specific project work.
· To provide advice and support to staff and service teams.


	Designation of post and position within departmental structure

	The role sits within Digital Services, Customer Experience, Digital and IT in the Delivery Directorate reporting to the Head of Digital.
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	Daily and monthly responsibilities

	· Administer the council’s content management system and support its
users.


· Key responsibility for quality control on all digital content, through scheduled monitoring, reviews and usability testing.


· Key responsibility for ensuring compliance with web standards and guidelines.

· Key responsibility for developing and supporting promotional events and 
activities to increase the take up of web services by local residents.

· Assist the Head of Digital in the design, build and development of the public website, intranet, microsites, online forms and associated web applications.
· Key responsibility for ensuring information on the public website and intranet is up to date, accessible, accurate and consistent. 
· Working with service teams to ensure that content is up to date, accurate and written in plain English.

· Advising service teams on the format, design, accessibility and presentation of their information on the public website to ensure quality content and a consistent corporate image.  Provides regular analysis and site statistics.


	Scope of role

	· Communicate with staff, councillors and external agencies regarding Bracknell Forest council’s digital content and web applications.

· Direct impact on council’s external image and reputation.




Such other duties as may from time to time be necessary, compatible with the nature of the post. It should be noted that the above list of main duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only.         
PERSON SPECIFICATION
	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE 

	Skills and qualifications

	Degree level qualification 

Evidence of continuing professional development
	Experience of writing for the web as well as accessibility and usability training

	Competence Summary

(Knowledge, abilities, skills, experience)


	Excellent working knowledge of the internet, web information architecture and web technology
Experience in writing and publishing web content

Good working knowledge and experience of HTML, CSS, web design, image editing software, Microsoft packages and content management systems
Understanding of usability and accessibility principles and issues relating to websites

Excellent verbal and written communication skills 

Excellent interpersonal skills

Pays close attention to detail

Meeting deadlines and targets, demonstrating an ability to achieve despite constraints or obstacles



	Knowledge and experience of Drupal

Knowledge and experience of govService
Experience of working within - and ensuring compliance with – corporate web standards
Experience of writing for websites in plain English 
Experience of working in a customer focussed role

Experience of data analysis and statistical resources (such as Google Analytics or Siteimprove)

Working knowledge of Local Government or similar public sector organisation



	Work-related Personal Requirements


	Ability to work without close supervision under pressure, but also as part of a team

Focussed on task completion and problem solving
	Proven focus on continuous learning

	Other Work Requirements 


	Able to work out of hours occasionally 
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Role models and                                                       

demonstrates the 
Council’s values and                                   

behaviours

	


