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BUSINESS AND RESOURCES 
PERSON SPECIFICATION

POST TITLE:

Service Design Digital Officer

GRADE:


Band 6

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Educated to HND or Degree level or equivalent professional qualification

	· A degree or higher/ further education qualification 
	· Application form

· Certificates



	Work Experience


	· Relevant content management experience
· Experience in the development of multiple websites including mobile sites
· Experience of working with a large corporate website
· Experience of content management systems
· Experience of conducting web usability tests and consequently improving the customer experience 
· Experience of producing email campaigns
· Experience of user testing
· Experience of dealing with customers
· Experience of Adobe Dreamweaver of similar web authoring packages
· Experience of Adobe Photoshop or similar image editing packages
· Experience of Adobe Acrobat or similar PDF authoring packages

	· Experience of managing content on a public sector website or intranet 
· Experience of providing training in web content management

· Service Design

· Agile methodologies
	· Application form

· Interview

· References

· Presentation


	Knowledge/

Skills/

Aptitudes


	· Excellent communication skills, both written, verbal and presentational
· Knowledge of Google Analytics or similar web statistics packages
· Information architecture skills
· Strong knowledge of coding valid HTML
· Website accessibility and legal issues

· Knowledge of Plain English
· Understanding of the requirements of Local Government web sites

	· Knowledge of XHTML, JavaScript, CSS
· Knowledge of meta-data standard
· Web search and research skills 
· Knowledge of WCAG and some awareness of W3C standards
· M365 and Teams
· Service Design
· Agile Methodologies

	· Interview
· References

· Presentation



	Disposition


	· Able to work alone and as part of a team

· Able to use initiative, negotiate, explain and persuade

· Able to work under pressure to meet tight deadlines

· Willingness to acquire new skills

· Adaptable to changing workloads

· Able to provide excellent Customer Service

· Flexible approach to work

· Committed to the principles of equality and diversity


	· Able to support the delivery of the Council’s ICT and Digital Strategy

	· Interview
· References



	Circumstances


	· Prepared to work outside of normal office hours as required

· Baseline security clearance


	
	· Interview

· Basic check
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