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Role Profile – Part 1

	Job Title:

	Digital Development Officer (Graduate Intern)

	Reference Number:
	UNI4/AC/412


	Salary:


	£18,000 per annum pro rata

	Length of Contract:


	1 month initially, with potential to progress to a 12 month Graduate Internship

	Working Hours:


	Full-time working hours

	Company: 

	Corporate Services, Sunderland City Council

	Location:


	Sunderland, Tyne and Wear

	Main Purpose of Role:

	To provide support to the Digital Team and work as part of a wider team with the Customer Service Network and the Transformational Change Teams to improve customer experience and deliver City Plan priorities.
Main Duties and Responsibilities:

1.
Supporting, planning and implementing digital solutions, working closely with the Digital Lead Manager. 

2.
Working with services, customers and residents to identify current performance, resolve issues within services using insight from data and predictive analytics, and ensure that benefits and service improvements are identified. 

3.
Supporting the development of digital services that meet the needs of our customers, residents, staff and groups in order to achieve our objectives as outlined in the City Plan

4.
Reviewing the information architecture of the council’s Digital services ensuring that user journeys are consistent, accessible and usable.

5.
Conduct regular user testing / user research, responding to and analysing customer feedback and analytics to drive continuous service improvements

6.
Supporting the Digital Lead Manager to ensure all transactional online presence is managed appropriately in terms of content using a content management system and other digital tools.

7.
Reviewing digital content from across the Council to ensure information is accessible and appropriate in terms of Plain English, usability and search engine ranking.
Standard Requirements:
Comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information and respect the privacy of personal information held by the Council.

Comply with the principles and requirements of the Freedom of Information Act 2000

Comply with the Council’s information security standards, and requirements for the management and handling of information; Use Council information only for authorised purposes.

Carry out duties with full regard to the Council’s Equality policies, Code of Conduct and all other Council policies.

Comply with the Council’s Health and Safety policy, rules and regulations and with Health and Safety legislation.

Comply with the principles and requirements in relation to the management of Council records and information; respect the privacy and personal information held by the Council.


	Special Circumstances:
	Please note that all applicants must be able to show that they already have the legal right to work in the UK on an on-going basis. 


	Part 2A

Qualifications and Professional Memberships:

Experience:

Key Knowledge and Expertise:
	Essential:
· Experience of creating and updating website pages in a content management system

· Experience of writing content for the web

· Be able to communicate effectively verbally and in writing to share and obtain information.

· To deal with deadlines, interruptions and conflicting demands, managing time to reprioritise when appropriate and escalating when required
· Able to work effectively within a busy team environment, or independently.

Desirable:
· Managing, executing and analysing web usability test sessions 

· Responding to internal and external customer feedback
· Working with large, complex organisations and partnerships to deliver joint or shared outcomes
· Delivering innovative and cost effective communications solutions 

· Web user testing and design practices

· Website analytics

· Web accessibility standards

· Information architecture

· Communication challenges facing local government

· Current developments in digital and communications and how they can be applied for public sector
Other:
· Commitment to Equal opportunities

· Compliance with health and safety rules, regulations and legislation

· Ability to meet the travel requirements of the post (attend meetings at different buildings when required)
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