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Job title:  Digital systems Admin– Culture House

[bookmark: _Hlk71881402]Note to applicant - You should pay particular attention to the essential criteria below and provide evidence of how you consider you meet them as part of your application. Failure to do so may mean that you will not be shortlisted. 

Each listed requirement will state how it will be assessed e.g. application form, interview, work-based test and certificate.

	Essential Criteria
	Method of Assessment

	Qualifications / 
Professional Registration/
Membership

	Educated to GCSE level or equivalent 
	Application form and certificates

	Experience

	Knowledge of Box office ticketing systems and diary management systems
	Application form and interview

	
	Experience of working with digital content management systems 
	Application form and interview

	
	Experience of managing website content 
	Application form and interview

	
	Knowledge of digital media production and editing tools.
	Application form and interview

	
	Ability to utilise a range of
methods to communicate
effectively with all relevant
stakeholders.

	Application form and interview

	Skills, Knowledge, Ability (including ability 
to develop knowledge,
 skill or experience)

	Strong knowledge of operating systems (Windows), networking protocols, and digital infrastructure.

Experience with database management, software applications, and web technologies.

Excellent problem-solving skills and the ability to work independently and as part of a team.

Willingness or experience of integrating AI functionality into day-to-day operations

	Application form and interview

	
	An ability to multitask and
respond to the needs of the
project, including at times the requirement to work weekends and early evenings.

	Application form and interview

	Work Related Circumstances/
Values of the Council

	Compliance with health and safety rules, regulations, and legislation.

	Application form and interview

	
	Ability to comply with the Councils values of:
· We innovate.
· We enable.
· We respect. 

	Application form and interview

	[bookmark: _Hlk92295067]
	Commitment to Equal Opportunities.

	Application form and interview
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