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	For HRU use only
	Ref: DBS4402


	Directorate
	Health, Education, Care and Safeguarding 

	Section/Location
	CYPL – Employment and Skills

	Post Title
	Digital Marketing and Communications Assistant

	Permanent/Temp
	Permanent

	Grade
	6 SCP 12-15

	Responsible to
	Programme Manager

	Responsible for
	Developing and implementing relevant digital marketing and communications channels to improve the digital presence and communication activities of the Employment and Skills Service increasing brand awareness and engagement with our services. 


	Job Purpose

	To develop and support the transformation of North Tyneside Council Employment and Skills Service’s use of digital marketing and communications channels to build and improve a digital presence that enables effective communications with staff, businesses and customers to effectively promote and deliver our services.


	Job Content

	· Managing digital promotion of the Employment and Skills Service to maximise our digital presence, brand awareness and use of our services; creating dynamic written, graphic, and video content
· Contributing to the achievement of the Employment and Skills vision and key objectives by supporting all digital marketing led activity, ensuring all staff, residents, businesses and other key audiences are well informed across all aspects of our service

· To achieve this via the maintenance, improvement and continual optimisation of various digital marketing methods / programmes / communication tools & workstreams  
· Daily management, development and improvement of our skillsnorthtyneside.org.uk website

· Daily management of our Social Media presence to create engaging content for the service's social media presence, including keeping social media channels updated and brand-focused, and seeking out new social media avenues and ways of connecting with audiences
· Developing and maintaining an online course prospectus and online enrolment facilities to maximise course enrolments
· Overseeing the development of written and visual content to promote the E&S Service externally and internally  
· Providing training to relevant staff on the use of web and social media channels

· Develop and maintain standard e-displays for reception areas

· Work with colleagues to procure relevant information including site, learning, hot topics including information on SHEDSS (safety, health, equality, diversity, safeguarding and sustainability), marketing and publicity, volunteering and job opportunities and develop appropriate displays
· Lead on the development and delivery of communications campaign plans across email, website and social media, working as part of a team to develop large social media campaigns
· Use timelines and scheduled content to create a consistent stream of new content for audience interaction while analysing, managing, and altering schedules where necessary to optimize visits
· Investigate and propose new ideas and concepts for social media content
· Work with a variety of internal teams, partners and external suppliers to deliver our marketing and communication services 
· Work closely with third party suppliers, relevant E&S staff and IT colleagues on external development and support of the Services website
· Day to day relationship management with external agencies to ensure timely delivery of projects and maintaining value for money
· Work with the Council’s internal marketing and communications team to develop tactics to drive online traffic through our website increasing data capture / applications, identifying cross-selling opportunities and optimising journeys
· Ensuring that all departments of the E&S Service put in place the measures needed to improve their online presence and access to services
· Support quarterly reviews making recommendations for improvements based on data analysis including Google analytics, considering areas such as User journeys with a view to optimise conversion from interest to application
· Research and analyse market trends, competitor offerings, demographics, and other information that affects marketing strategies

· Track conversion rates and make improvements to the website based on a variety of data sources (Google Analytics, user testing, focus groups and other sources)
· Responsibility for ensuring all digital activities comply with relevant legislative requirements, such as DPA (and GDPR), web accessibility and payment card regulations.


	Performance standards

	The post-holder will be accountable for:

· Investigating and implementing effective digital marketing and communication channels for the North Tyneside Employment and Skills Service
· Developing and implementing an effective use of these digital channels across the Employment and Skills Service
· Increased access to Employment and Skills Services via digital channels

· Increased user satisfaction of the Employment and Skills Service
· Ensuring data security and integrity at all times in the use of ICT
· Working in a manner that promotes equality of opportunity and partnership working.


	Working conditions

	The role will be office-based, but will involve travelling to meetings, usually within the Tyne & Wear geographical area during working hours.

The job-holder will therefore require access to appropriate transport during working hours.
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