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BUSINESS AND RESOURCES 

JOB DESCRIPTION

POST TITLE:

Digital Development Officer 
GRADE:


Band 6
RESPONSIBLE TO:
Development and Digital Manager
Overall Objectives of the Post:

To design and develop high performing, usable and accessible websites and digital services that reflect user needs and requirements.  To deliver a consistent, accessible, usable and resilient user experience (UX) across all Council supported websites and digital services.  To develop and deliver solutions for other Council services and priorities.  This role will contribute to the delivery of the Council’s ICT and Digital Strategy.

Key Contacts:

Service Managers, Employees, Suppliers and Partners.

Key Tasks of the Post:

1. Contribute to the development and delivery of high performing, usable and accessible websites and digital services.  You will: 

· Design and implement consistent UX services across a portfolio of websites and digital services. The team currently supports a portfolio of 9 websites and intranets including South Tyneside Council; Visit South Tyneside; Invest South Tyneside plus websites for South Tyneside Homes, the Tyne and Wear Pension Fund and The Word.

· Ensure all websites and digital services promote an outstanding first impression of the Borough and reflect corporate branding and design standards.
· Maintain a good understanding of the latest and emerging standards, guidelines and best practice around accessibility, usability and UX.  Provide advice and guidance to other teams within Digital and ICT Services and across the Council.
· Ensure all digital services, solutions and websites generate analytics and qualitative data and feedback.  Use relevant data to enhance existing services and to inform the development of new services. 

· Liaise with suppliers, services and technical colleagues to resolve faults and queries and implement fixes and resolutions.
· Actively promote the benefits of digital services to the Council, Members, residents, service users, customers, partners and businesses.

· Respond to queries, comments and feedback from residents, service users and employees regarding the Council websites and digital services and use this information to deliver improvements and inform future developments.
2. Deliver innovative and interactive digital solutions.  You will: 

· Help deliver innovative digital and interactive solutions to support exhibitions and events across the Borough e.g. The Word, South Tyneside Festival.

· Help other Council teams and services to achieve their priorities and outcomes through the creative and innovative deployment of interactive and digital solutions. 
3. Contribute to the successful delivery of the corporate ICT and Digital Strategy.  You will:
· Work within the principles and standards set out in refreshed ICT and Digital Strategy. 

· Contribute to key corporate projects such as the new council intranet and internal and customer-facing digital services.
4. Contribute to the continued development and improvement of the Digital and ICT Service.  You will: 
· Act as an ambassador for the service at all times and actively promote the benefits of digital and ICT solutions.
· Occasionally provide out of hours cover for urgent updates to the website.
5. Ensure that all data and information is managed securely and in line with all internal and external requirements.  You will:
· Ensure that data privacy and information security are primary considerations in all digital and ICT projects and service delivery.

· Ensure that there is full compliance with the General Data Protection Regulations (GDPR), all other relevant legislation and compliance standards, and internal policies and procedures. 

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.

Reference:
CH/LB/CL
Date:

4.09.19
Op Serv/Recruitment/Recruitment Advertising/JDPS/BR/Digital Development Officer JD – 4.09.19

