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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Digital Services Officer
GRADE:


Band 7
RESPONSIBLE TO:
Development and Digital Manager
Overall Objectives of the Post:

To develop and deliver excellent content for the Council’s supported websites and digital services.  To facilitate the delivery of digital services and contribute to service design using Agile Methodology.  To contribute to the delivery of the Council’s ICT and Digital Strategy.
Key contacts:

Heads of Service and Corporate Leads, Service Managers, Employees, Elected Members, Residents, Service Users, Media, Suppliers, Partners, Community Organisations.

Key Tasks of the Post:

1. You will contribute to the development and delivery of high performing digital services and websites.  You will: 

· Help teams and services to redesign their services and work processes so that they are optimised for digital delivery via the Council’s websites and intranet.

· Ensure all findings and outcomes are documented correctly, stored securely and are used to inform the development of the services.  To share any other feedback related to current service provision etc. with the relevant service.

· Contribute to Scrum Teams by helping to co-ordinate between all interested parties, maintain delivery momentum, and facilitate daily scrum, sprint planning, sprint demo and retrospective sessions.

· Arrange and co-ordinate discovery, user research and service design sessions. 

· Promote and provide advice and guidance on the importance and application of these functions to other teams within ICT and Digital Services and across the Council.

· Manage the Council’s external Digital Champion’s Panel.

· In conjunction with other teams and services develop and implement comprehensive and robust test scripts.  To arrange and oversee test sessions and ensure all results are reviewed, understood and incorporated into ongoing development work and future testing sessions. 

· Research and develop quantitative and qualitative data sources to support service design. Maintain these as a resource for future developments.

· Respond to queries, comments and feedback from residents, service users and employees regarding the Council websites and digital services and use this information to deliver improvements and inform future developments.

· Develop, write, edit and publish highly usable digital content for a portfolio of Council and partner websites.  To ensure that this is optimised for search engines and that it reflects agreed design, accessibility and usability standards.  Supported websites currently include South Tyneside Council; South Tyneside Council intranet; South Tyneside Homes; South Tyneside Homes intranet; Housing Ventures Trust; Visit South Tyneside; Invest South Tyneside; Tyne and Wear Pension Fund; The Word.
· Support and train services and teams to develop and publish their own digital content to agree corporate standards. 

· Ensure all websites and digital services promote an outstanding first impression of the Borough and reflect corporate branding and design standards.

2. You will contribute to the successful delivery of the corporate ICT and Digital Strategy. You will:
· Work within the principles and standards set out in refreshed ICT and Digital Strategy. 

· Contribute to key corporate projects such as a new council intranet and internal digital services to support the ‘Smarter Working’ theme of the ICT and Digital Strategy.

· Ensure data, analytics and other measures are collected and used to demonstrate the impact of digital services and to inform further developments and new services.

· Participate in digital inclusion activities to ensure that all service users/customers have the access, knowledge, confidence and motivation to use and benefit from digital services. 

3. You will contribute to the continued development and improvement of the Digital and ICT Service.  You will: 

· Act as an ambassador for the service at all times.  To actively promote the benefits of digital and ICT solutions to the Council, members, residents, service users, customers, partners and businesses. 

· Help the service to work within the framework set out in the Local Digital Declaration. 

· Identify opportunities to deliver savings and efficiencies from within the service and across the Council.

· Contribute to the continued development and improvement of the Development and Digital Services Team, the Digital and ICT Service and the council and participate in other service and corporate projects as required.

· Occasionally provide out of hours cover for urgent updates to the website and social media.

4. You will ensure that all data and information is managed securely and in line with all internal and external requirements.  You will:
· Ensure that data privacy and information security are primary considerations in all digital and ICT projects and service delivery.

· Ensure that there is full compliance with the General Data Protection Regulations (GDPR), all other relevant legislation and compliance standards, and internal policies and procedures. 

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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