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Job description
Job title:

Senior digital content officer 
Reporting to:
Digital communications manager

Job family: 

OCCE

Pay level: 

D

Role purpose

Working as part of the digital communications team, the post holder will work closely with key business areas to manage the writing, commissioning, editing, production and publishing of effective and engaging content for the NMC’s website and other digital channels. 

Key responsibilities
· Writing customer-focussed content for the web, and managing the production, commissioning and editing of effective and engaging digital content in partnership with different business areas

· Take responsibility for managing content at every stage of NMC’s workflow, showing strong awareness of political context and organisational reputation

· Manage relationships with different business areas to develop content that drives NMC’s business goals as well as meeting customer needs 
· Contribute to the development and implementation of the organisation’s digital content strategy 

· Use customer feedback and analytics to understand customer needs, design effective web content, improve user experience and drive wider business efficiencies 
· Take responsibility for ensuring content is current and accurate and that there are processes in place to regularly review content and archive where appropriate 

· Ensure compliance with the NMC brand tone of voice, look and feel and style guide

· Drive innovation, change and continuous improvement through the NMC’s online offering
· Ensure that standards around digital content, including legal compliance and accessibility guidelines, are maintained across the organisation 
· Oversee the development of wireframes and page layouts and identify and exploit opportunities for use of engagement functionality and multimedia

· Work closely with developers, UX designers and product managers to deliver innovative online developments
· Critique customer journeys to help generate ideas for improvements where problems can’t be solved through content changes.

Additional areas of support
· Where necessary provide additional support to the wider digital communications team by:

· Developing innovative content for the NMC’s social media channels

· Supporting the delivery of the NMC’s mass email communications, building emails and segmenting data to ensure an effective, targeted programme of communications. 
Other responsibilities 

There are a number of standard duties and responsibilities that all employees, irrespective of their role and level of seniority within the NMC, are expected to be familiar with and adhere to.

· Comply at all times with the requirements of health and safety regulations to ensure their own wellbeing and that of their colleagues.

· Promote and comply with NMC policies on diversity and equality both in the delivery of services and treatment of others.

· Ensure confidentiality at all times, only releasing confidential information obtained during the course of employment to those acting in an official capacity in accordance with the provisions of the Data Protection Act 1998 and its amendments.

· Comply with NMC protocols on the appropriate use of telephone, email and internet facilities.

· Comply with the principles of risk management in relation to individual and corporate responsibilities.

· Comply with NMC policies and procedures as compiled on the organisation’s intranet.

· This job description is not exhaustive and as such the post holder is expected to be flexible. Any changes will only be made following a discussion with the post holder.


Person specification

Qualifications and experience

· Educated to degree level, or equivalent. (Essential)

· Substantial experience of working in a digital environment, specifically in writing and/or editing content for websites, preferably in a complex organisation and/or for a professional audience. (Essential)

· Experience of using Content Management Systems. (Essential)

· Experience of using analytics to inform content development and online improvements. (Essential)

· Experience using evidence to identify user needs and relate them to content, from identifying gaps where new continent is needed, to minor reviews, to major re-writes and re-structures (Essential)

· Ability to manage conflicting priorities and pressures effectively.

· Experience working across disciplines, with developers, UX designers and product managers (Essential)

· Experience balancing the needs of customers and internal and external stakeholders in a complex environment

Knowledge and skills

· Excellent oral and written communication skills with a focus on writing for the web

· The ability to communicate concepts and developments to different of audiences in a succinct manner 

· Ability to take complex processes and make them easy to understand in well-structured content (Essential)

· Ability to build an internal stakeholder network and strong relationships with a range of internal stakeholders. (Essential)

· Experience of commissioning or producing video, graphic or interactive content would be an advantage 


Personal qualities

· The ability to act autonomously in the planning and development of content within the context of any overall content strategy

· An awareness of political sensitivities and astute and strong engagement and influencing skills 

· A commitment to and understanding of the importance of equality and diversity within the environment that the NMC operates.

· A mix of assertiveness alongside the ability to listen and respond to varying points of view when discussing content outputs.

· Effective planning and organisational skills.  Ability to concentrate on several areas of work at one time, prioritising, delivering consistently to deadlines and reacting positively to changes and conflicting priorities. 

· Experience of effectively working with multi-disciplinary teams and multiple, demanding stakeholders

· Ability to demonstrate a high level of resilience in driving through innovation.
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