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BUSINESS AND RESOURCES
PERSON SPECIFICATION

POST TITLE:
Digital Services Officer

GRADE:

Band 7

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· Educated to HND or Degree level or equivalent
	· A degree in a related subject

	· Application form

· Certificates



	Work Experience


	· Digital service design
· Researching service and user requirements and delivering workshops 
· Business process mapping and redesign
· Researching and developing quantitative and qualitative data sources to contribute to digital service design
· Content management experience
· Experience in the development of multiple websites including mobile sites
· Experience of working with a large corporate website
· Experience of content management systems
· Experience of conducting web usability tests and consequently improving the customer experience 
· Experience of managing social media sites
· Experience of producing email campaigns
· Experience of user testing
· Experience of dealing with customers and service users
· Experience of Adobe Dreamweaver of similar web authoring packages
· Experience of Adobe Photoshop or similar image editing packages
· Experience of Adobe Acrobat or similar PDF authoring packages
	· Digital service design within local government
· Experience of managing content on a public sector website or intranet 
· Experience of providing training in web content management

· Experience of working with an Agile methodology, breaking work down in epics and stories and facilitating the delivery of the digital service by contributing to service design


	· Application form

· Interview

· References

· Presentation


	Knowledge/

Skills/

Aptitudes


	· Government Digital Service standards and principles

· Best practice in local government digital service design and delivery
· Local government website best practice and standards 

· Web search and research skills

· Usability and accessibility legal requirements, standards and best practice e.g. WCAG and W3C

· Strong knowledge of coding valid HTML
· Council priorities

· Financial context of the council 

· Council ICT and Digital Strategy
· Knowledge and use of Google Analytics other tools to improve digital services
· Numeracy and analytical skills
· Information architecture skills
· Excellent communication skills with the ability to tailor content and style to meet the requirements of the audience 
· Microsoft Office
· Knowledge of Plain English 

· Data privacy and protection requirements e.g. GDPR

	· Knowledge of XHTML, JavaScript, CSS
· Local Digital Declaration

· Government Digital Service products

	· Interview
· References

· Presentation



	Disposition


	· High performing when working independently or as part of a team 
· Willingness to use initiative, and to negotiate, explain and persuade

· Credible, professional, enthusiastic and resilient 

· Able to work under pressure to meet tight deadlines

· Able to put service users at ease and to help them explore and articulate their requirements and needs
· Willing to challenge resistance and negativity with evidence and alternative approaches

· Able to learn quickly from setbacks and failures and use the learning to deliver new and better outcomes

· Quick to learn new solutions and acquire new skills

· Commitment to ensuring projects succeed

· Adaptable to changing workloads

· Focused on providing an excellent service and the right outcomes

· Flexible approach to work

· Able to work accurately, effectively and efficiently

· Committed to the principles of equality and diversity

	
	· Interview
· References



	Circumstances


	· Prepared to work outside of normal office hours as required

· Baseline security clearance


	· Full current driving licence or access to a means of mobility support
· Willing to use own transport (if available) for work duties when necessary

	· Application form

· Interview

· Basic check
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