WEST YORKSHIRE FIRE AND RESCUE AUTHORITY
JOB DESCRIPTION

	POST TITLE:
	Digital Marketing and Communications Officer

	GRADE:
	Grade 6 

	RESPONSIBLE TO:
	Marketing and Communications Manager

	RESPONSIBLE FOR:
	

	PURPOSE OF POST:             
	WYFRS strives to deliver outstanding digital services to our communities and stakeholders. 

This is a chance to use your knowledge, skills and experience to be a crucial part of this work and to influence and shape digital communications at WYFRS.
Work an integral part of the digital offering of the Corporate Communications team. 


MAIN DUTIES AND RESPONSIBILITIES

1. Develop the Corporate Digital Communications Strategy and build the digital marketing brand and reputation.

2. Develop and manage WYFRS’s digital communications activity across social media, the web and the use of photography, video and audio content with a focus on community engagement, reputation management and improvement.
3. Prepare engaging, channel specific, content which supports the communication team’s forward plan and actively promotes corporate priorities. 
4. Research, identify and implement latest digital trends and further transform and modernise public facing digital communications. Promote, at all times, the continuous development of the use of new digital communications in marketing, campaign and communications practice. Use digital channels and tools to develop and improve WYFRS’s engagement with residents, businesses and other stakeholders.Identify and explore new formats and opportunities to expand communication through digital platforms.

5. Create digital communications campaigns for key corporate priorities from planning and delivery to evaluation.

6. Build and maintain relationships with key digital managers from relevant external organisations in the public and private sectors. Promote partnership working and opportunities to collaborate on key corporate priorities. 
7. Manage the delivery of information and advice via WYFRS website and microsites by providing direction to internal stakeholders. Create a vision for our websites based on your understanding of public and user needs and customer journey. Manage and update content on corporate website and microsites. Including designing and building new webpages, writing creative web content and supporting with appropriate digital assets. 

8. Manage external provider website contracts. Work to procurement and financial regulations to manage project spending throughout. 
9. Develop and improve WYFRS’s approach to the use of digital communication tools and channels.Play a key role in technical design and implementation of any new internal and external digital channels. Provide ongoing support for new channels.

10. Produce and/or commission  high quality digital communications content including video, photography, digital imagery and audio content. 
11. Lead on the production of corporate films, from pre-production through to filming, editing, post production and promotion on digital channels. Work closely with other Corporate Communications officers, and staff from across the organisation to integrate film and photography into priority campaigns

12. Monitor and evaluate the use of digital communications activity, tools and channels and plan for continuous improvement. Reporting digital analytics to relevant colleagues, including senior officers, on a regular basis. Offer advice, based on evaluation, on the outcomes and recommend improvements of digital elements within campaigns. Use this learning to develop understanding of the most effective digital channels, messages and creatives among different audiences and share that learning
13. Provide social media guidance, support and training to teams and individuals. across the service in setting up & maintaining social media accounts. Management and control of corporate WYFRS social media accounts run by districts and individuals to ensure their quality and safeguard reputation.
14. Provide training and support for those who have access to the corporate website and microsites. 
15. Be part of the Communications team on-call rota to support operational senior officers at major incidents or in dealing with significant reputational issues out of usual office hours – after office close and before opening on weekdays and at weekends. Issue timely public information to mitigate threat to life. Resilience to work for long periods of time on complex issues in a heighten crisis situation. Incidents are potentially long lasting working with multiple stakeholders in a pressure environment. 

16. During major incidents provide provide digital communications support in a high pressure environment. 

17. Take an active role in crisis communications response including adapting and developing communications channels. Provide internal and external communications, using knowledge of a variety of crisis communications methods.  
18. Manage work independently, and as part of a team, maintaining good working relationships, often under pressure with significant workloads, competing priorities and against deadlines.
19. Ability to produce accurate, informative work quickly and reactively, liaising with senior members of staff and high profile partners.
20. Fully participate in WYFRS’s Performance Development Review process according to the responsibilities of the role
21. Implement and promote the Authority’s: 
a) Health and Safety policies

b) Equality and Diversity policies

c) Information Security Management System policies

d) Safeguarding policies

e) Business continuity policy and contingency arrangements.

22. To demonstrate and uphold the service values and to promote the organisation in a positive manner.

23. Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.

24. Responsibility for ensuring any data produced in relation to the post is accurate and current. 

25. Responsibility to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.

26. Undertake any other duties commensurate with the grade of the post as directed by line management.

PERSON SPECIFICATION/SHORTLISTING CRITERIA

In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria later during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Source

	1
	Experience in developing a Corporate Digital Communications Strategy
	Essential 
	Application/Selection Process

	2
	Evidence of generating innovative communications ideas,delivery of successful digital communications tactics and pursing them to deliver successful outcomes.
	Essential 
	Application/Selection Process

	3
	Experience of video and audio editing and digital design skills
	Essential
	Application

	4
	A proven track record of planning and delivering digital integrated campaigns to time and budget, delivering to objectives.
	Essential 
	Application/Selection Process

	5
	Have previous experience in analysing & presenting campaign results to senior management
	Essential
	Application/Selection Process

	6
	Previous experience in developing and managing websites. Knowledge of building and designing webpages within a coporate website.
	Essential
	Application/Selection Process

	7
	Knowledge or experience of crisis management and the role of communications functions. Work on an on-call basis out of normal office hours
	Desirable
	Selection Process

	8
	A clear understanding and experience in the use of a variety of forms of media as vehicles for communication.
	Essential 
	Application/Selection Process

	9
	Experience of working in high pressure situations. 
	Essential 
	Application/Selection Process

	10
	Awareness of sensitivity to political issues and relationships within a public sector organisation
	Essential 
	Application/Selection Process

	11
	Previous experience of providing training around the use of social media and corporate websites.
	Essential 
	Application/Selection Process

	12
	An understanding and personal commitment to WYFRS along with its culture and value and the ability to inspire others to achieve this
	Essential 
	Selection Process


 

	 
	Education and Training
	Essential/ Desirable
	Source

	13
	Educated to degree level or equivalent qualification or experience in Marketing or Communications. 
	Essential
	Application/Selection Process

	14
	Evidence of commitment to continuing personal/professional development
	Essential
	Application/Selection Process

	15
	Up to date knowledge of industry trends and practices.
	Essential
	Application/Selection Process


	 
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	16
	In depth knowledge of a range of digital communication tools and techniques. A significant understanding of digital technology and use of related equipment.
	Essential 
	Application/Selection Process

	17
	Self-motivated and able to deal with a demanding workload in a professional manner and deliver consistently to deadlines. Experience of responding quickly to the needs of an audience.
	Essential 
	Application/Selection Process

	18
	Ability to lead effectively in digital communications, quickly build relationships and exert influence on others from others by persuading, convincing and negotiating.
	Essential 
	Application/Selection Process

	19
	Ability to work flexibly and creatively 
	Essential
	Selection Process

	20
	Commitment to high standards of customer care and public service. 
	Essential
	Selection Process

	21
	Positive approach to creating and seizing  opportunities to enhance and protect the image and reputation of WYFRS
	Essential
	Application/Selection Process

	21
	A very high standard of IT skills, using both commonly utilised software and more specific advanced software related to the role. 
	Essential
	Application/Selection Process

	22
	Demonstrate commitment to good data quality within all areas of work
	Essential
	Application/Selection Process

	23
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider
	Essential
	Selection Process

	24
	Hold and maintain a current driving licence
	Essential
	Application
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