[image: image1.jpg]South Tyneside Council




BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Service Design Digital Officer
GRADE:


Band 6
RESPONSIBLE TO:
Websites Manager
Overall Objectives of the Post:

· Contribute to Service Design projects that will modernise and streamline Council services as part of the Our Council Change Programme. 

· Support the development, implementation and improvement of Council digital services, websites, mobile sites, intranet, and email campaigns.
· Support the implementation of the Council’s ICT and Digital Strategy. 

Key contacts:

Heads of Service, Service Managers, Employees, Elected Members, Residents, Service Users, Businesses, Partners.
Key Tasks of the Post:

1. You will play an important role in delivering Service Design, the Our Council Change Programme and the Council’s ICT and Digital Strategy.  You will:
· Work as part of a cross funtional team using Service Design and Agile Methodologies to design/redesign, develop and support new/existing digital services.  
· Assist in the maintenance and support of Council websites by working with services to provide accessible and well constructed content which is easy to read and in plain English. 

· Publish content using a content management system and other web publishing tools.
· Promote GOV.UK website standards and W3.org Web Content Accessibility Guidelines (WCAG). 

· Improve the online customer journey based upon user activity, feedback, data and testing.
· Train and support staff to maintain the content of their pages according to in-house guidelines.
· Analyse and interpret web analytics.
2. You will support the delivery of high-quality digital content and services.  You will:

· Write, edit and proof read online content to a high standard optimised for search engines.
· Work with the Service Design Team and other teams throughout the Council to help them deliver online services. 

· Produce both internal and external email campaigns.
3. You will work with services, partners, service users and the rest of the D&ICT Service to develop and deliver high quality digital content and services.  You will:

· Work as part of a cross funtional team to deliver Service Design projects and to design, develop and support new/existing digital services.  
· Engage with users and stakeholders for Service Design projects and for the design, development and testing of online content and digital services.
· Liaise with services to identify and understand digital needs and provide appropriate solutions.
· Implement agreed internal and external best practice, standards and regulations such as the use of Plain English, GOV.uk website standards and W3.org Web Content Accessibility Guidelines (WCAG). 

· Write, edit and proofread online content to a high standard, ensuring it is optimised for search engines.
· Take part in internal and external user testing, using the results to further develop and enhance content and digital solutions.
· Use data and analytics to measure the impact and outcome of service design, digital content and services.
· Respond to customer feedback. 

4. You will be responsible for making a corporate contribution.  You will:

· Understand the Council’s Vision, Strategy and the Our Council Change Programme.
· Contribute to the development of policies and standards.
· Attend meetings on behalf of the team and D&ICT service.
5. You will 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 Service Design projects, 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.
6. You will provide flexible, additional support across the organisation as required.  You will:

· Undertake any other duties that may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined.

· Occasionally provide out of hours cover for urgent updates to the website and social media.

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.
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