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Job Description:
Digital and Marketing Officer
Hours of work:

20 hours per week

Salary:


£23,933 (SCP 27) PRO RATA
Holidays:

25 days per annum plus 12 public holidays PRO RATA
Reporting to:

Enterprise Development Manager

Main Purpose: 
To lead in the management and implementation of GWL’s marketing, Social Media and other digital output; and to increase and diversify the reach of the organisation’s work to expanded audiences through the use of digital technologies
Duties and Responsibilities: 
· To work closely with the GWL Tech Officer to ensure the management of all digital communications and online audience engagement across the full spectrum of GWL’s work

· To lead in the development and implementation of effective digital, marketing and audience development campaigns and strategies across all strands of GWL’s work 

· To ensure that GWL is well represented on all digital / social platforms

· To create daily engagements with audiences through a range of Social Media

· To lead in the creation of e-campaigns including monthly e-newsletters and bespoke digital campaigns

· To lead in the creation of digital content, including film and photography

· To  lead on the development and revision of policies and strategies relating to Social Media and Marketing
· To monitor, analyse and regularly report on online impact and feedback, including user interactions and social media analytic tools 

· To provide relevant audience, user and customer data related to online activity as requested

· To ensure all data collection and database management complies with the legal and regulatory framework and are examples of best practice

· To stay abreast of key developments and changing trends in digital media and marketing and advise how these can be adopted by GWL to deepen or widen engagement

· Front of house and phone answering duties as required

· To prepare written reports as required 

· To attend and contribute to regular staff team meetings and supervision sessions 

· To undertake appropriate training and staff development
· To undertake any other reasonable duties, commensurate with the job title, as may be determined by the Library, and work within its policies and procedures. 
Person Specification: Digital and Marketing Officer
The Person Specification is designed to let applicants know what is required in relation to the attributes of a successful candidate. The Person Specification is divided between 'Essential' and 'Desirable' attributes. 

In order to convince the selection panel that you should be short-listed for interview, you must be able to show that you meet all the Essential requirements. If you can also meet some or all of the Desirable requirements, then you will have further advanced your case for a successful application.

Please try to structure your own answers on the application form to show the panel how you meet these requirements, especially the Essential ones. If you are called for interview, the panel will ask you questions specifically designed to confirm your ability to meet such requirements.

	Skills and Abilities
	Essential
	Desirable

	Excellent communication, presentation and interpersonal skills: written, verbal and in use of Social Media with a diverse range of people
	√
	

	Highly developed skills working with digital media tools including websites, content management systems and email marketing communications
	√
	

	Advanced computer and IT skills including word processing and database management
	√
	

	Excellent organisational skills, with the ability to manage a wide range of tasks and meet deadlines
	√
	

	Ability to think creatively and proactively
	√
	

	Ability to work as part of a team, to use own initiative and organise own workload
	√
	

	Friendly and out-going, at ease working with a variety of people
	√
	

	Ability to work flexibly including evenings and weekends 
	√
	

	Responding positively to problem solving and changing business, strategic and operational needs
	√
	

	Experience
	
	

	Experience of working within the digital sector and/or in digital marketing.
	√
	

	Practical experience of using social media to extend the reach of an organisation
	√
	

	Experience of liaising with and working effectively in partnership with other organisations 
	
	√

	Knowledge
	
	

	Passionate about applying the latest trends in digital technology to an arts, heritage, culture, learning and equalities context 
	√
	

	Good understanding of GWL and a strong interest in supporting its Aims, Objectives and Core Values
	√
	

	A knowledge and understanding of, and commitment to, principles of equality, diversity and inclusion 
	√
	

	Knowledge and interest in contemporary culture, heritage, arts and equality issues
	
	√


Fixed Term Contract, initially until 31st March 2017, extended to 31st March 2018 subject to satisfactory monitoring and evaluation  

Women only need apply as this job is required to be for a person of a particular sex under Schedule 9, Part 1 of the Equality Act 2010

CLOSING DATE FOR APPLICATIONS: 5pm, Tuesday 31st May 2016 
Please email the completed application form, Parts 1 and 2, to sue.john@womenslibrary.org.uk
This Post is supported by the National Lottery through Creative Scotland
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