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Job Description: Web Development Officer

	Faculty/Directorate/Service Area:
	Marketing

	Job Title:
	Web Development Officer

	Department/Subject:
	Marketing Web

	Salary:
	Grade 7: 34,132 to 38,249 per annum

	Hours of work:
	35

	Contract:
	This is a permanent

	Location:
	This position will be based at the Singleton Campus



	Main Purpose of Post

	The university’s Marketing Service is part of the MRI Directorate. The Marketing Service is responsible for:
· Delivering marketing outputs which are aligned to the university’s strategic goals and values.
· Committed to consistently delivering results-driven, quality campaigns, content, digital, brand and creative production solutions which enhance the reputation of Swansea University.
· Showcasing the excellence, diversity and impact of the University's activities.

The Marketing Service has the following service areas – Web, Creative Production, Campaigns, Brand, Content and Product Support.

This role assists in the development of the University’s web presence, supporting the delivery of a first-class online experience for all audiences.

1. Be the first point of contact for web queries, providing technical support to resolve issues with web pages.
2. Be responsible for training staff on the Content Management System (CMS), making sure all training and reference materials are up to date. 
3. Become a gatekeeper holding colleagues to account making sure content is published to best practice standards.
4. Lead on providing advice on best practice for writing for the web, user experience, web page development and web accessibility.
5.  Ensure that the University brand guidelines are adhered to across the website. 
6. Support teams to measure web performance on key pages and user activity using tools such as Silktide and produce regular reports
7. Assist the Marketing Manager in the development and maintenance of the University’s
web pages.
8. Write concise copy and accurately edit content for the University’s web presence.
9. Assist the Marketing Manager with the delivery of the SEO strategy and operational plan.
10. Compare and research the University website with other websites, keeping up-to-date with technological advances and web trends.
11. Work with wider Marketing Service to assist in the creation of high quality content, including copy, photography and video for the University’s website.
12. Prioritise tasks to meet deadlines and manage workload efficiently while maintaining quality and accuracy.
13. Undertake line management responsibility and conduct meaningful and progressive Professional Development Reviews of direct reports, managing HR related matters such as annual leave, sickness and performance, providing clarity about role, responsibility and accountability
14. Ensure internal University policies and processes are adhered to at all times.
15. Ensure compliance across external policies and legislation including but not limited to CMA, Welsh Language Standards, Accessibility and GDPR.
16. Provide operational support throughout Confirmation and Clearing period as directed by line manager.
17. Provide operational support for key recruitment events such as Open Days, external fairs as directed by line manager.
18. Work closely with all other areas within the Marketing Service and MRI.
19. Act as an agile member of the Marketing Service as when directed by the line manager due to operational and business needs.
20. Provide professional, efficient, customer-focused service ensuring marketing outcomes are delivered on time, to the agreed service level.
21. Seeking, acting on and providing feedback to improve as a professional, taking responsibility for own CPD.

As a high performing Directorate that is constantly improving all members of staff are expected to engage in alternative roles in other areas of Marketing, Recruitment and International or the wider University, for personal and professional growth or where it may be operationally required.

	General Duties
	1. To fully engage with the University’s Performance Enabling and Welsh language policies
2. To promote equality and diversity in working practices and to maintain positive working relationships.
3. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
4. Any other duties as agreed by the Faculty / Directorate / Service Area.
5. To ensure that risk management is an integral part of any decision making process, by ensuring compliance with the University’s Risk Management Policy


	Leadership Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values: Professional services values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

In addition you will operate to a defined set of Leadership Values: 

We are Professional 
We develop ourselves and our teams through continued professional development, and use feedback to improve. We create a culture that delivers successful outcomes through people, supporting, developing and challenging our teams to succeed. We involve our people in developing a vision for the future and in enabling innovation and change, improving University, team and individual performance.

We Work Together 
We enable our teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of our customers. We are responsible for creating environments that demonstrate equality, foster trust, respect and challenge. We are accountable for providing clarity and direction, communicating the “big picture” and harnessing ideas and opportunities to achieve the University’s vision.

We care 
We create environments that identify, understand and give priority to delivering the needs of the University Community (our students, colleagues, external partners and the public). We motive and inspire our teams to provide the highest standards of personalised care and in doing so uphold the Swansea University brand.


	
Person Specification

	Essential Criteria:

Leadership Values:
1. Demonstrable evidence of creating a culture that delivers successful outcomes through people, developing and challenging teams to succeed and take pride in delivering professional services and solutions.
2. Ability to enable teams to work together and across functions to deliver successful outcomes that exceed the needs and expectations of customers, and in creating environments that demonstrate equality, foster trust, respect and challenge.
3. Demonstrable experience of creating environments that identify, understand and give priority to delivering the needs of the customer, and in motivating and inspiring teams to provide the highest standards of personalised care.

Qualifications
· Educated to degree level or equivalent experience in a relevant discipline.

Experience
· Proven written communication skills.
· Experience of developing web pages and using web publishing systems.


Knowledge and Skills
· Excellent communication skills
· Excellent IT skills
· Understanding of applying brand guidelines
· Ability to work calmly under pressure and prioritise where necessary
· Ability to work as part of a team.
· Ability to problem solve.


Desirable Criteria:
· The ability to communicate through the medium of Welsh.
· HE sector experience.

An understanding of designing for both UK and non-UK markets taking into consideration different cultural/religious aspect



	Welsh Language Level
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

	Additional Information
	Informal enquiries: n.parry@swansea.ac.uk
Shortlisting Date: 
Interview Date:
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