
 
 

Job Description 

 
DIRECTORATE:  Chief Executive’s Directorate 

 
DEPARTMENT:  Communications, Marketing & Engagement 

 
POST:   Digital and Social Media Officer 
 
GRADE OF POST:  Grade 9 

 
RESPONSIBLE TO: Communications, Marketing and Engagement Manager 

 

 
JOB PURPOSE:  

 
To develop the council’s digital presence from a customer experience, 
communications, marketing and engagement perspective, including the council’s 
website, corporate social media presence and the development of other digital 

channels in line with our transformation projects. 

 
PRINCIPAL RESPONSIBILITIES AND ACTIVITIES: 
 

 Tactically develop and grow the council’s corporate social media presence across 
a range of different platforms, including developing engaging content and 
overseeing the day-to-day management of the accounts and content calendar. 
 

 In collaboration with other members of the CME team manage the development 
of content for the BCBC website and key sections of the intranet to ensure they 
are effective communications, marketing and engagement tools. 
 

 Liaise with the ICT department and oversee the changes made to the BCBC 
website, including content, design, functionality and navigation of the current 
CMS/operating systems. 
 

 Contribute to the development of the authority’s CRM system to create a single 
communication platform across multiple channels. 
 

 Review and advise service areas on the content of their webpages and their 
digital and social media accounts, supporting them to develop effective content in 
line with the corporate brand, content style guides and plain English guidelines. 
 

 Develop other digital communication channels as part of our transformation 
agenda such as CRM communications and new features for the website, aligning 
social media communications where relevant. 
 



 
 Ensure the BCBC website complies with external directives and legislation from a 

marketing, communication and engagement perspective e.g. Welsh language 
compliance, accessibility and cookie control. 

 

 Manage, analyse and present on external and internal social media and website 
statistics and trends to inform future web development, digital and social media 
strategy and tactics.  
 

 Provide training to a range of employees on the CMS, intranet and on social 
media platforms (when applicable). 

  
 
GENERAL DUTIES 
 
Health and Safety 

To fulfil the general and specific roles and responsibilities detailed in the Health and 
Safety Policy 

 
Equal Opportunities 

To ensure that all activities are operated in accordance with Equal Opportunities 
legislation and best practice. 
 
Safeguarding 
Protecting children, young people or adults at risk is a core responsibility of all 
employees.  Any concerns should be reported to the Adult Safeguarding Team or 
Children’s IAA Service within MASH. 
 
Review and Right to Vary 

This Job Description is as currently applies and will be reviewed regularly. You may 
be required to undertake other tasks that can be reasonably assigned to you, 
including development activities, which are within your capability and grade. 
  

http://www.bridgenders.net/healthandsafety/Documents/Policies/Corporate%20Health%20and%20Safety%20Policy.pdf
http://www.bridgenders.net/healthandsafety/Documents/Policies/Corporate%20Health%20and%20Safety%20Policy.pdf


 
Person Specification  

Digital and Social Media Officer 

The following attributes represent the range of skills, abilities and experiences etc. 
relevant to this position.  Applicants are expected to meet the attributes that have 

been identified as essential 

Attributes Requirements Essential 
Method of 

Evaluation/ Testing 

 
Qualifications, 
Education & 
Training 

 Educated to degree level in a 
subject related to web design, 
e-communications/ 
communications, marketing, 
or design and or ability to 
demonstrate relevant 
experience. 

 

 
Yes 

Production of original 
Qualification 
Certificates and 
application form. 

Knowledge & 
Experience 

 Detailed experience of 
using/managing web sites 
(internet and intranet) as 
effective communications, 
marketing and engagement 
tools. 

Yes  Interview, application 
form and selection 
process. 

  Detailed experience of 
managing website directories/ 
workflow systems and/or 
content management 
systems. 

Yes  

  Experience of using and 
developing social media 
effectively in a professional 
capacity. 

 

Yes  

  Previous experience of 
drafting suitable content for 
social media as well as web 
editorial. 

 

Yes  

  Experience and knowledge of 
using strategy to aid the 
growth of social media 

 

Yes  

  Varied experience of 
generating and updating 

Yes  



 
suitable web content for the 
internet and intranet. 

 
  Detailed knowledge of 

directives and legislation 
surrounding online activities. 

Yes  

  Experience of working with 
partners to develop suitable 
web/digital solutions 

  

  Knowledge and/or experience 
of developing websites 
accessible to users with 
special needs e.g. visually 
impaired.  

  

  Knowledge and/or experience 
of CRM/digital 
communications 

Yes  

  Experience of analysing social 
media and web statistics and 
trends and using this 
information to inform social 
media/web activities. 

  

  Experience of working closely 
with ICT services.  

  

Skills & 
Personal 
Qualities 

 Ability to provide 
training/support to other web 
or social media users. 

Yes Interview, application 
form, and selection 
process. 

  Organised and systematic. Yes  

  Possess a high level of IT 
skills. 

Yes  

  Excellent copy writing skills. Yes  

  Excellent oral and written 
communication skills. 

Yes  

  Commitment to delivering high 
standards of work, meeting 
targets and deadlines. 

Yes  

  Ability to prioritise.   

  Able to work on own initiative 
and within a team 
environment. 

  

  Commitment to good quality 
customer care. 

  

  Good inter personal skills and 
ability to develop strong 
working relationships 

  



 

 

  The ability to communicate 
through the medium of Welsh. 

  


