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	Job Evaluation Code
	



	Job Title
	Senior Digital Content Producer

	School/Department/College
	Communications and Marketing

	Job Grade
	6

	Career Pathway
	MPSS

	Duration
	Fixed term contract for 15 months



Organisation Structure 
	
Insert Org Chart if available

	Post Responsible To
	Digital Content Lead

	Posts Responsible For
	



Job Purpose
	
We are recruiting for 2x Senior Digital Content Producers to join the Digital Communications team at Cardiff University. 

It’s an exciting time to join Cardiff University as we embark on a period of transformation. This multi-year body of work is designed to create a ‘one University’ approach to structures, processess and systems. 

An experienced content producer, you’ll lead website builds and content creation for key transformation projects, shaping user journeys, crafting web pages, and producing multifunctional digital content for an array of channels including web, social, email and more.

Your primary focus will be website builds. Analysing business need, defining website architectures, writing compelling copy and producing CMS content, you’ll work closely with in-house designers, developers and marketeers to ensure the web pages you create meet strategic transformation objectives and are tailored to a wide range of university audiences.

Away from web builds, you’ll get plenty of opportunity to use additional content production skills across our wider digital channels, as you create and adapt content to fit seamlessly into marketing and communications campaigns for maximum exposure and longevity.

Your strong communication and stakeholder management skills will see you make evidence-based decisions about the best way to present information, identify user needs, develop content plans for multiple channels, and create high-quality digital content and experiences for our audiences.

You’ll also form strong relationships with both digital and non-digital University stakeholders, ensuring content published adheres to University brand and style guides and conforms to digital best practice. Where appropriate, you will provide guidance and training on digital skills and standards to content contributors across the institution.

The ideal candidate will have strong experience of leading and delivering web projects and significant capability of stakeholder management. Additional creative skills in other areas of digital content production, communication or marketing are highly desirable – if you can help us bring our stories to life across our digital channels, or you know what it takes to make content perform well in algorithms; we’d like to hear from you.

This role is grade 6, fixed term for 15 months from the start of employment.




Duties and Responsibilities
	
Key duties

· Create high-quality user experiences and content for Cardiff University websites (encompassing usability, visual elements, content design and quality) as part of a dedicated team.
· Plan, create and deliver effective digital content for use across multiple platforms that engages audiences and meets key business and user needs, in alignment with the strategic direction of Digital Communications and the wider University.
· Plan and deliver specific projects, co-ordinating and supervising project teams and stakeholders as needed, leading meetings, and demonstrating initiative and the ability to make key decisions.
· Use analytics and user research to inform content decisions and make recommendations to stakeholders both inside and outside of the Communications and Marketing Division.
· Work in an editorial function to review and approve content produced by devolved web authors across the University, acting as an authority in content production and encouraging the adoption of our digital guidelines including writing for the web, tone of voice and brand guidelines.
· Provide professional advice and guidance on digital content processes and procedures to internal and external customers that will have institute wide impacts, using judgement and creativity to suggest the most appropriate course of action where appropriate, and ensuring complex and conceptual issues are understood.
· Work closely with brand and marketing stakeholders to create digital content for use within digital marketing and communication campaigns and channels including web, social, email and app. 
· Ensure consistency of messaging and audience experience across digital channels.
· Take responsibility for resolving issues independently across the Cardiff University website, intranet, and other digital services where they fall within set role objectives – with a particular focus on ensuring that tactical solutions align with strategic objectives 
· Instruct and guide other content authors and communications staff across the University, helping to coach and develop skills where needed, including delivering training courses on writing for the web and content production
· Produce written specification and requirements documentation for new website areas and applications.
· Respond to queries through our helpdesk when required, ensuring a high quality, responsive service is provided to all stakeholders acting as an ambassador for Digital Communications.
· If required, undertake line management responsibility for Digital Content Producers and other junior roles within the team

General Duties

· Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties
· Abide by University policies on Health and Safety and Equality and Diversity
· Perform other duties occasionally which are not included above, but which will be consistent with the role




Person Specification 
	Essential Criteria (maximum of 10)

	
Qualifications and Education
1. Degree/NVQ 6 or equivalent Professional membership/experience.
Knowledge, Skills and Experience
2. Substantial, recent experience of working in a content creation/editorial role in digital communications or digital marketing, creating purposeful website content that is well-written, well-structured, is visually engaging, and adheres to usability and accessibility guidelines.
3. Proven experience of creating high quality digital content for a wide array of channels, ensuring maximum subject matter exposure, longevity, and effectiveness.
4. Able to demonstrate professional knowledge within digital communications to give advice and guidance to internal and external customers on best practice including usability, user experience and communicating via digital channels.

Customer Service, Communication and Team Working

5. Proven ability to explore user and business needs and create digital content that helps deliver against those needs.
6. Able to communicate conceptually detailed and complex information effectively and professionally to a wide range of people / non-technical stakeholders.
7. Strong experience of leading projects whilst managing project groups and stakeholders effectively, ensuring projects are delivered successfully and on time.

Planning, Analysis and Problem solving

8. Notable experience of planning web and content projects that require expertise from across different functions to deliver e.g. digital design, user experience, development.
9. Able to confidently solve problems and find both practical and innovative solutions based on user or business need.
10. Evidence of demonstrable knowledge of key advances within the field of digital content/communications, particularly digital channels and algorithms.

	Desirable Criteria (if appropriate)

	
11. Postgraduate/Professional qualification
12. Experience of working in Higher Education
13. Experience of content creation and production for digital platforms other than web
14. Experience of digital marketing and storytelling
15. Fluency in Welsh, written and oral
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