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	Job Description 


	

	Job title:
	Digital Editor

	Place of work:
	47-49 Durham Street, London, SE11 5JD

	Band:
	D

	Reports to:
	Digital Communications Lead

	Manages:
	Digital Support Officer; volunteers where appropriate

	Budget responsibility:
	Individual budget allocation for specific projects


Introduction

The Digital Editor sits within the Digital Communications Team, which is a part of the Communications and Fundraising Division.

Job purpose

The Digital Editor will take day-to-day responsibility for the content of WaterAid’s UK website and digital channels, creating and commissioning high-quality, meaningful material which reflects organisational priorities.

Working closely with digital communications colleagues, marketing, platform and editorial teams, the Digital Editor will assume a key delivery role to ensure the effective planning, production and continuous optimisation of digital content that is both inspiring and engaging.

They will also work across teams to scope, develop and deliver selected web development projects. 

 
Key accountabilities

Digital content production 

· Take day-to-day responsibility for WaterAid’s digital content, making editorial decisions and managing the content calendar.

· Commission, create and publish user-focused, action-oriented content in a variety of formats (text, audio, image galleries, infographics, etc.) to support our communications, fundraising and advocacy objectives.

· Write and edit compelling copy for WaterAid’s digital channels, paying particular attention to grammar and adherence to editorial style, and ensuring copy is suitable for its target audience. 
· Summarise detailed stories and reports into key messages designed to grab and hold the attention of online readers. Think of innovative ways in which content can be best displayed on our websites.

· Be proactive in identifying the need for new content and work closely with internal stakeholders to plan and generate content that helps to engage our online audiences. 
· Work closely with the Digital Marketing team to ensure integration and consistency of messages with campaign activity.

· Work with digital colleagues to develop sound information architecture for any new area of the websites. 

· Cover for the Social Media Manager when necessary, managing and monitoring the organisation’s social media channels.

Website maintenance and optimisation

· Regularly review websites in order to maintain quality standards and up-to-date content that is optimised for search.

· Analyse web, email and social traffic data in order to maximise the potential of all content.
· Ensure key user journeys are regularly assessed, using Google Analytics to inform decisions.
Managing projects and people

· Lead and manage selected web development projects. This involves overseeing the gathering of functional requirements, design requirements and testing to ensure new developments are launched on time and within budget.
· Liaise with developers, designers and external agencies when necessary.

· Lead, and work as part of, digital or wider communications project teams as required.
· Line manage the Digital Support Officer, and any volunteers or freelance editors working on the sites, providing regular feedback to them and to the Digital Communications Lead.
· Develop and maintain WaterAid’s digital content and SEO best practice guidelines, including editorial guidelines for blogs and other digital channels.
Other

· Deputise for the Digital Communications Lead as necessary.

· Contribute to the development and delivery of the digital communications strategy.
· Keep up to date with emerging digital trends and technologies, as well as competitor activity, sharing insights with colleagues and feeding into the decision-making process around developing new platforms.
· Undertake any other responsibilities, tasks or activities as reasonably required by the Digital Communications Lead or Head of Communications.

Person specification

Essential

· Educated to degree level in journalism, media or other relevant field and grades A*- C in GCSE (or equivalent) English and Maths. 

· A track record in, and passion for, digital communications and storytelling.

· Proven experience of writing and sub-editing copy for websites, mobile, email and social media.

· Extensive editorial skills, including commissioning and creating digital content, taking decisions, making sound judgements and publishing without supervision.

· Excellent spelling and grammar, with meticulous attention to detail.

· Significant experience of working with content management systems and basic HTML.

· Proven track record in tailoring content for specific audiences and persuading them to take action.

· Proficient in Google Analytics use, analysing large amounts of data and making decisions which bring about positive change.

· A solid understanding of SEO techniques, user experience and web accessibility.

· Experience of using social media, and various monitoring tools, including a strategic understanding of best practice in this area.

· Experience of formatting images for online using image manipulation software, such as Adobe Photoshop.

· A strong understanding of the digital landscape and ability to respond creatively to emerging trends.

· Ability to manage a large number of demanding projects, priorities and deadlines.

· Strong communicator, able to negotiate clearly and confidently with colleagues at all levels of seniority, and with external suppliers and support teams.

· Excellent stakeholder and project management skills, diplomacy, written and verbal communication skills.

· Commitment to WaterAid’s values and a working style that reflects these. 
Desirable

· Experience in the voluntary sector in a digital content role.

· Familiarity with the Sitecore CMS.

· An understanding of web design principles.

· Experience in usability, user testing and conversion optimisation.

· Staff management experience.

· An understanding of international development issues.

Abbreviated Terms & Conditions
	Salary
	Starting from £31,468 per annum

	Location
	WaterAid, 47 - 49 Durham Street, London, SE11 5JD 

	Right to Work
	In order to apply for this role you must be able to demonstrate your eligibility to work in the UK

	Working Hours
	Full time - Standard working hours at WaterAid are 35 hours per week, Monday to Friday. Core office hours are between 10.00am and 4.00pm. Start and finish times are to be agreed with the line manager upon joining. 

	Annual Leave
	25 days per year plus all UK public holidays (pro rata). The number of annual leave days will increases to 27 days (pro rata) after four years’ service

	Contract Period
	The post is offered on a permanent contract

	Probation
	The appointment is subject to the satisfactory completion of a six month probationary period

	UK Benefits
	Group Personal Pension Scheme with following contribution rates:

Employee’s Contribution

Employer’s Contribution

3%

6%

4%

8%

5%

10%

There is an option for pension contributions to be made through a salary sacrifice arrangement

	
	Life Assurance scheme equating to 4 x basic annual salary

	
	Interest free season ticket loan, available on completion of probation

	
	Employee Assistance Programme with access to 24 hour free and confidential helpline

	
	Child care voucher scheme

	
	Cycle to work schemes


Recruitment process

Closing date: 
28 March 2014
Interviews: 

First interview: 3 April 2014



Second interview: 8 April 2014
Please apply using our online application form at: https://jobapplication.wateraid.org. 

WaterAid is committed to welcoming people from the widest possible diversity of backgrounds, culture and experience, and is signed up to the ‘Positive About Disabled People’ scheme. We will make any practical, reasonable adjustment to enable disabled people to participate fully in an inclusive working environment. 
We are committed to interviewing all disabled applicants who meet the minimum criteria for a job vacancy and to consider them on their abilities.
Please let us know if you are disabled and need any assistance in making your application or you have any special requirements should you be selected for interview.
Your application must be in English. You must also be able to demonstrate your ability to work in the UK in order to apply.
If you are unable to apply online,  you may post your application to the People Team, WaterAid, 47-49 Durham Street, London SE11 5JD, UK or fax it to +44 20 7793 4994 under confidential cover by the closing date. 

Only shortlisted candidates will be contacted. Please assume that you have not been shortlisted if you have not heard from us within 2 weeks of the closing date.  [image: image5.jpg]Sector
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