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BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION 

	Job Title:

	Internal Digital Content Project Manager

	Reports to:

	Deputy Head of Communications

	Department:
	Strategy, Governance and Law 

	Section:

	Communications


Purpose of the Job

Responsible for the strategic direction and development of content on the council’s internal-facing digital platforms including intranet, to support organisational and user needs. 
Lead multi-skilled content designers and collaborate with other stakeholders to ensure content is clear, user-focused and accessible.

Advise on and deliver digital change projects to achieve internal digital modernisation and cultural change, providing an improved user experience and increased organisational performance and improvement.
Principal Accountabilities

1. Set the overall direction for the council’s internal digital content, focusing on the user experience of our staff platforms and channels and ensuring consistency with the council’s style guide, design pattern library and accessibility standards.

2. Manage, mentor and motivate outcome-focused content designers, setting objectives, coaching and assessing performance and establishing a culture of collaboration, skills sharing and continuous improvement. 
3. Project manage significant digital content change activities, collaborate on and contribute to council-wide digital transformation and cultural change programmes. 
4. Complete user research and analysis to map and plan the user journey, develop content, and ensure a good internal user experience taking into account the diverse needs of users. 
5. Support the implementation of the council’s corporate internal communications and engagement strategy through management of internal content and advising on the digital employee experience and digital workplace. 
6. Manage incoming work requests and working relationships between Digital Content Design and other teams across the council to ensure consistency and inform them of what good digital content design does to support their business objectives.
7. Champion the importance of digital content design to senior leaders at the council and the role it plays in corporate performance and improvement, employer brand and employee engagement. 

8. Manage stakeholder, contract and supplier relationships to deliver a digital content design service and digital change projects. 
9. As a member of the Communications Management Team, work proactively and reactively with team members to ensure the overall success and raise the profile of the Communications, Digital Content Design and Graphic Design teams.
General Accountabilities

To ensure all operations in their areas of responsibility are conducted according to the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 and all relevant legislation and council policy.

In particular: as set out in Section 4 of the Council’s Health and Safety Policy, and within their area of responsibility:
· To maintain awareness of current Health & Safety legislation and ensure that all employees understand and comply with Health and Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety.

· To carry out risk assessments and ensure implementation of and adherence to safe systems of working practice.

· To report and investigate accidents or incidents promptly, implementing recommended action for improvements to safe working practice.

· To ensure that safe premises, equipment and working environments are maintained.

Your duties will be as set out in the above job description but please note that the council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.
The list of duties in the job description should not be regarded as exclusive or exhaustive. 

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

BRIGHTON & HOVE CITY COUNCIL
PERSON SPECIFICATION

	Job Title:

	Internal Digital Content Project Manager

	Reports to:

	Deputy Head of Communications

	Department:
	Strategy, Governance and Law 

	Section:

	Communications


Essential Criteria

	Job Related Education, Qualifications and Knowledge
	You should have an understanding of:

· identifying user needs

· usability and accessibility guidelines (such as WCAG)

· user research techniques

· local government.

· The law as it applies to the public sector communications

	Experience
	You should have experience of:
· delivering complex, content-rich digital projects while balancing speed of delivery and quality of content

· creating content that meets users’ needs, is clear and easy to understand

· shaping style guides and design patterns

· managing content on complex content management systems 
· monitoring, reporting and analysing analytics to inform your decision making and report to senior leaders
· embedding accessibility at the heart of digital projects
· using SharePoint Online

	Skills and Abilities
	You should:
· be able to set objectives and make decisions at the appropriate time, taking into account the needs of the situation, priorities, constraints and the availability of necessary information

· be able to explain content changes and publishing decisions to stakeholders who don't understand web usability, user needs or adherence to style

· have excellent communication skills (both verbal and written), with the ability to present complex information clearly and effectively in appropriate styles at all levels
· have strong interpersonal skills with the ability to establish positive working relationships and influence people at all levels within the organisation including a challenging customer base
· have strong teambuilding and management skills with the ability to motivate, lead and develop a team ensuring resources are organised appropriately and effectively

· have excellent planning and organisational skills, with a strong focus on delivering the objective



	Equalities
	· To be able to demonstrate a commitment to the principles of Equal Opportunities and be able to carry out duties in accordance with that policy.

· Ensure content is compliant with public sector digital accessibility laws.
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