CARDIFF UNIVERSITY JOB DESCRIPTION AND PERSON SPECIFICATION 


AHSS /CARBS / Wales Centre for Public Policy (WCPP)

Job Evaluation Code: 			7411

Job Title: 				Communications and Digital Content Assistant

School/Department/College: 	CARBS / WCPP

Job Grade: 				4 - Specialist

Line Manager:	tba Centre Manager

Starting salary: 	£28,031 up to £31,236 (Grade 4). Pro rata for part-time staff.

Communications and Digital Content Assistant
Wales Centre for Public Policy (WCPP)

The Wales Centre for Public Policy (WCPP) is seeking to recruit an experienced Communications and Digital Content Assistant to support the dissemination of the Centre’s work. 

Co-funded by the Economic and Social Research Council and Welsh Government, the Wales Centre for Public Policy bridges the gap between academia and policy makers/practitioners by generating, synthesising and mobilising evidence from research. The Centre has more than 25 full-time staff who are drawn from a range of backgrounds - including academia, the civil service, health service, local government, think tanks, and the voluntary sector. It is a member of the What Works Network, was a finalist in the prestigious ESRC Celebrating Impact Prize, and is recognised internationally for its pioneering, demand-led approach to evidence use, and knowledge mobilisation. 
The Centre offers a stimulating and supportive working environment within a highly motivated and collegiate team. You will have access to the wealth of training opportunities provided by Cardiff University. We support hybrid working and other flexible working arrangements but expect staff to work from our offices, in the purpose-built Social Science Research Park (SPARK) located on Cardiff University’s Innovation Campus, at least two days per week.



JOB PURPOSE 

This role is an exciting opportunity to join the Wales Centre for Public Policy team to create and monitor content across a range of digital channels, with a particular focus on updating and creating content for the Centre’s website and digital newsletters.

You will also play a key role in supporting overarching WCPP team activities, developing and agreeing content for Welsh Government and public services reports and communications and engagement activity, helping to communicate important information to key partners.

To be successful in this role you will need to be an excellent communicator with strong digital skills, particularly with the use of content management systems and email campaign software. Interpreting complex, technical and sometimes sensitive information, and communicating this to a wide range of audiences, will be fundamental to the delivery of your work. 

The post is full-time (35 hours per week), fixed term appointment from November 2026 to 31st March 2028.

Co-funded by the Economic and Social Research Council and Welsh Government, the Wales Centre for Public Policy bridges the gap between academia and policy makers/practitioners by generating, synthesising and mobilising evidence from research. The Centre has more than 25 full-time staff who are drawn from a range of backgrounds - including academia, the civil service, health service, local government, think tanks, and the voluntary sector. It is a member of the What Works Network, was a finalist in the prestigious ESRC Celebrating Impact Prize, and is recognised internationally for its pioneering, demand-led approach to evidence use, and knowledge mobilisation. Further details are available at www.wcpp.org.uk.
The Centre provides a stimulating and supportive working environment with flexible working arrangements; a generous pension scheme and a range of other benefits; a wealth of training opportunities; and offices in the world’s first Social Science Research Park (SPARK), located on Cardiff’s £300 million Innovation Campus

DUTIES AND RESPONSIBILITIES

Key Duties
· Support the work of the Centre’s Management Team, helping to produce, review and approve digital content covering a variety of topics and audiences across the breadth of the WCCP’s research activity.
· Directly support the work of the Communications Officer, planning, creating and updating content on the WCCP website (which is hosted by the University), with close attention to detail and with a particular focus on WCPP’s key audiences.
· Support the production and design of professional guidance and reports generated for Welsh Government and key partners.
· Produce and support the delivery of regular digital and email campaigns for WCPP, including the creation and distribution of newsletters using Mailchimp software, maintaining and managing key contacts
· Assist with planning, developing and managing content on social media channels (including LinkedIn and X), supporting with creation of accurate and engaging content.
· Monitor communications performance through analysis of data (e.g. website analytics, social media engagement, email analytics)
· Gather and analyse data relating to communications and engagement performance so that informed decisions can be made, establishing basic trends and patterns in the data and providing reports and recommendations for management.
· Work with the wider research community in WCPP to conduct desk research to support the development of briefings and assist with translating into reports, social media and newsletters
· Assist with the planning, organisation, and promotion of events when required.
· Provide advice and guidance relating to digital content to support the Centre’s communications activity to internal and external customers (staff, external experts and key stakeholders), using judgement and creativity to suggest the most appropriate course of action, and contributing to the solving of more complex issues. 
· Work with others to make recommendations to improve our ways of working.
· Establish productive relationships with key individuals (University colleagues and external contacts) to help improve the level of service the team provides to its customers.
· Perform a variety of administrative duties to support the team and department achieve its objectives.

General Duties
· Abide by all University policies and undergo appropriate personal and professional development.
· Perform other duties which are not included above, but which will be consistent with the role.
· Uphold the Professional Services Values & Behaviours or local equivalent.


PERSON SPECIFICATION 

We want to employ people with a wide variety of experiences. We welcome applications from all sections of the community regardless of sex, ethnicity, disability, sexual orientation, trans identity, relationship status, religion or belief, caring responsibilities, or age. We are particularly seeking applications from candidates who come from backgrounds that are underrepresented at the University, including people from Black, Asian and Minority Ethnic communities.

We are looking for a team player who will work with colleagues to provide a great service to WCPP and our key stakeholders. You don’t need to have worked for a university before; this is an opportunity to show your potential and start or continue your career at Cardiff University.

This role may be an opportunity for you to build on your experience from working in a previous administrative role or environment with particular interest in digital communications, showing your transferable skills and aptitude to be successful in the role. You should be enthusiastic about developing your knowledge and skills to become a valued member of the team.

Your application will be assessed against the following essential and desirable criteria for the role. Please copy and paste this section into a new document and give clear examples of how you can evidence meeting each of the criteria by writing under each one. You can draw on elements from any aspect of your life (e.g. work, home, education/qualifications or community life) as long as you focus on their relevance to the role.

Please save your supporting statement in a separate document with the title [YOURNAME-BR NUMBER-JOB TITLE] and attach it to your application in the recruitment system, available here.

Please note that these are also the criteria shortlisted applicants will be assessed against at interview and/or by other means (e.g. a skills test).

Essential Criteria 

1. NVQ, 3 A-Levels, or equivalent experience
2. Experience of working in an administrative web editing and / or content creation role 
3. Ability to communicate specialist and complex information clearly, concisely, and professionally to a range of stakeholders with varying levels of understanding. 
4. Ability to set up standard office systems and procedures and make improvements to these as appropriate.
5. Experience of using WordPress, Mailchimp, and design software such as Canva  
6. Ability to monitor communications performance through analysis of data from social media engagements, website analytics, and digital mailing, with experience of using Excel for data management and analysis.
7. Ability to explore customers’ needs and adapt the service you provide accordingly to ensure a quality service is delivered.
8. Ability to use your initiative and creativity to solve problems, respond to queries and make recommendations, identifying and proposing practical solutions.
9. Ability to work unsupervised to deadlines, planning, setting and monitoring your priorities and those of the team.

Desirable Criteria 
1. Experience of working in a similar role or environment, e.g. Higher Education / research environment
2. An interest in communications in relation to public policy
3. Ability to speak/understand Welsh or a willingness to learn.

HOW WE WILL SUPPORT YOU IN PERFORMING THIS ROLE 

We want to support and develop you in the role, using a combination of the following to help you reach your full potential.

1. Regular one-to-one meetings with your team leader.
2. An experienced and supportive team around you.
3. Support to undertake job-relevant training and development, as identified by your Line Manager. This could be informal or could be an apprenticeship leading to a formal qualification.
4. A staff mentoring scheme.
5. Support to learn Welsh or to update language skills.
