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JOB DESCRIPTION 

	Job Title
	Website Manager

	Position Number(s)
	

	Department
	Delivery and value

	Section or Service
	Communications and communities


DESIGNATION:

	Reports to
	Head of Corporate Communications

	Employees directly supervised (if applicable):
	None

	Family Tree: 

	[image: image2.png]Director of Delivery and Value
Com_munlcatlons and communities Sarah Thomas
service 2017

Strategic Head of
Communications & Communities
Louise Raisey

Head of Corporate Head of Media and
Communications Public Affairs
Geoff Cowart Vacant
Media Manager Head of Design Employee Principal Print Manager
Dan Levene (RBKC) Communications Community Peter Kiberd
Steve Manager Officer

Williamson Kirsty Langley Katharina

Herrmann

Website Community Communications Graphic Community Einance..

Managers Engagement Officers Designers Investment Officer Controllers
Sarah Kamen Officer Russel Butt Chris Chapman Officer Sacha Steve Miles
Nigel Hastings Cat Priddey Michael Russell Don Smith Susan Hughes Mortimer Paul Kiberd

Nick Skoric Tony Paine








JOB PURPOSE
1. To take primary responsibility for the management of the council’s website, particularly the presentation and management of content, the quality of the user experience and the functioning of the site.
2. To work with senior colleagues across the council to contribute to the council’s digital strategy, supporting savings from channel migration and contributing to the council’s wider communications and customer strategies.
3. To help and advise on digital service development projects, taking lead responsibility for the application of corporate presentation and technical standards.

DESCRIPTION OF DUTIES
1. To drive measurable digital engagement improvements, both in relation to the council website and other digital media such as e-newsletters – to ensure content is engaging and customer-oriented and that presentation standards are met (including application of corporate style and tone standards).


2. To support the development of effective digital campaigns across platforms, working collaboratively with communications colleagues to improve the council’s reputation as a modern, responsive, innovative council and to support the council’s wider place-shaping and community leadership aspirations.


3. To support digital service development by advising services and ICT on development projects, offering expert advice on SEO, accessibility and usability and by providing/offering access to website analytics and performance data. To advise on technical and presentation aspects of complex procurement specifications.
4.  To create and distribute a range of topic- and audience-specific e-newsletters, providing performance analytics and expert advice to senior colleagues and councillors.

4. To work with ICT and customer services colleagues to ensure the website functions well and meets the highest technical and performance standards.


5. To provide helpdesk support to content managers based across all council services; to work collaboratively with service departments to meet their digital service and engagement needs; to manage permissions and training in content management software; and to develop and maintain consistent, high-quality standards across the site. 


6. To approve all content published to the site, seeking clearance from the Head of Communications where needed.

7. To keep up to date with best practice in digital communications and online service provision and to provide professional advice on, and implement, a programme of continuous website improvement supporting both the digital services strategy and the communications and engagement strategy.


8. To take lead operational responsibility for day-to-day management of the council’s website support contracts, liaising with support and development suppliers and ensuring value for money, quality services are delivered.

I agree to the above job description

Post Holder………………………………………………………………
Date………………….

Director / Chief Officer…………………………………………………
Date………………….

SELECTION CRITERIA/PERSON SPECIFICATION 

	Job Title:
	Media Manager


Conditions to Note :

Candidates: 

When completing your application form, please address your answers directly to each of the selection criteria below. This enables the panel to assess your ability to meet each criterion. It’s essential that you give at least one example of your ability to meet each of the five values and behaviours: responsive, innovative, collaborative, enterprising and serving our public. 

Recruiting managers: 

The following values and behaviours are essential criteria in each post and must be addressed directly by candidates. The guidance notes on values and behaviours for managers give example questions to probe candidates in the interview and application stages of the recruitment process.

Values and behaviours

Hammersmith & Fulham Council has identified five key behaviours and values which should be demonstrated by all council employees. Successful candidates will show the ability to meet these behaviours. Candidates applying for managerial/leadership roles should also demonstrate two additional leadership behaviours.

	A


	Equal Opportunities

Demonstrate an understanding of and commitment to council policies in relation to equal opportunity, customer care and service delivery, and the ability to implement these policies in the workplace.



	B


	Qualifications and experience
Essential: 

· Educated to degree level, or equivalent.
· At least five years’ experience in managing a complex transactional website with multiple editors, in a large organisation.



	C


	Knowledge and skills

Technical skills – detailed technical knowledge of web content management systems, preferably Drupal; HTML, XHTML, CSS design, cross-browser and cross-platform compatibility. Competent user of Adobe Photoshop and Illustrator. SEO, analytics and site monitoring expertise with tools including Google analytics and Siteimprove, with an understanding of using analytics to improve digital channels and user journeys. Knowledge and understanding of social media tools and digital marketing or bulk email systems, including Dotmailer. Experience of creating online web forms and workflows, and mapping workflow processes. Knowledge and understanding of W3C web standards, WAI, ADA and section 508 and 504 compliance. Working knowledge of GDPR, website security practices and database management.
Communications skills – knowledge and understanding of presenting information in Plain English and with clarity and the ability to enforce consistently high presentation standards across digital media platforms.
Understanding of public services – experience of working to improve and promote uptake of digital public services and an understanding of the range of services councils offer and the challenges councils face.
Influencing skills - experience of operating at a senior level within a large, complex organisation and of successfully influencing decision-making.
Collaboration skills - The ability to develop good working relationships with service-based editors, external partners, senior councillors and suppliers; to form positive working relationships; and to resolve conflicts professionally.
Achieving results – The ability to plan, deliver and monitor projects and improvement programmes, in line with agreed timescales and budgets.
Innovation and creativity – the ability and commitment to find new and better ways of meeting the needs of the council, councillors and local people and of leading continuous improvement across the team.


	
	Our Values & Behaviours 

	D
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We have a ‘can do’ attitude and respond to the needs of others quickly, positively and appropriately:

· I listen, acknowledge what is needed and respond promptly and appropriately

· My actions and decisions are informed, balanced, reasonable, transparent and well explained

· I take responsibility for my actions and enable others to take action or make decisions too

· I anticipate and plan to meet future needs

· I seek regular customer feedback on how my service is received and make improvement where is needed

	E


	We embrace change and constantly seek ways to improve the way we work:
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I look for better ways of delivering my service to add value for my customers and the taxpayer

· I am open to new ideas and encourage a creative environment where these can emerge

· I make things simple and easy-to-access for my customers/residents

· I embrace change and build on new opportunities that emerge

· I act as a role model exploring all sectors and adopting best practice to deliver my service



	F


	We work well together to achieve a common goal:
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I am sensitive to the needs and preferences of others, respect them and adapt my behaviour as appropriate

· I share knowledge and am open to learning from others

· I am open to constructive challenge from others and seek and act on feedback

· I invest time in building and maintaining my relationships with internal and external partners

· I recognise and show that I value the contribution of others



	G


	We are resourceful and seek the best deal when looking for ways to improve value for money:
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I deliver high quality services in spite of diminishing resources and do not overspend

· I seek ways to reduce cost and work with others to get better value for our taxpayers

· I have a commercial outlook and look for ways to generate income

· I focus on delivering results and outcomes

· I challenge existing practice to ensure continuous improvement and support new ways of working

	H
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vice to
We put the public at the heart of everything we do, lead by example and take pride in serving our public well:

· I set high standards for myself and ensure that

· I deliver the best possible service that reflects diverse needs

· I put citizens at the heart of everything I do

· I enable others to make informed decisions by providing clear and concise information

· I am aware of my role within the local authority and deliver services in order to balance competing needs

· I treat others with courtesy, fairness and transparency when delivering public services

	
	Management Roles  

	I
	I manage my service, know my budgets and what is going on:
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· I encourage my team to improve the service and find opportunities to collaborate with others to maximise performance

· I set and monitor stretching targets, whilst supporting people to deliver

· I anticipate Members’ needs and respond to their feedback

· I take prompt and fair action to rectify poor performance

· I plan, monitor and adapt my budget to respond to changing priorities

	J
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I lead high performing teams by engaging employees:

· I develop and communicate a clear vision and direction for my service

· I help staff engage with and understand reasons for change

· I coach and build the capacity of my team

· I invest time meeting and communicating with my staff, including through one to ones, team meetings and performance appraisals

· I make time to understand people’s strengths and what motivates them


� EMBED PBrush  ���





� EMBED PBrush  ���





� EMBED PBrush  ���





� EMBED PBrush  ���





� EMBED PBrush  ���





� EMBED PBrush  ���





� EMBED PBrush  ���








[image: image9.png]P Leadership and engagement



[image: image10.png]P Responsive



[image: image11.png]P Innovative



[image: image12.png]P Collaborative



[image: image13.png]P Enterprising



[image: image14.png]» Serving our
Public



[image: image15.png]P People and service management



_1427794752

_1427795226

_1427800892

_1427801053

_1427800374

_1427795071

_1427794184

