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Job description 

Digital Assistant


	Department 
	Digital Services

	Service 
	Digital Customer Experience Team

	Grade
	D

	Reports to
	Digital Coordinator

	Responsible for 
	n/a

	Job reference
	9855



	Job Purpose 

	To ensure our digital platforms are high quality, up to date, accurate and timely and meet customer expectations. Work proactively with services and also directly with customers where appropriate.

	Context 

	The digital content team will support and balance the diverse digital requirements of our customers and services, whether they are transactional, marketing and sales, demand management, information provision or signposting.



	Accountabilities 

	Initial triage of questions and update requests from services making changes to our websites where appropriate. 


	Review new web page text from services, to ensure it meets our style guide, accessibility requirements and web content best practice. 


	Advise services on existing processes and policies, eg applying to be a new content owner or superuser, requesting a new online form etc.


	Review documents against international accessibility standards (WCAG) and make recommendations to services.


	Review new web page text from services to ensure it meets our style guide, accessibility requirements and web content best practice. Make edits where small changes are required.


	Upload documents and multimedia content including videos, social media embeds etc. Source, edit and upload images.


	Support optimisation of content, using functionality within the Content Management System (CMS), e.g., by tagging content appropriately for search, and working with keywords and content hierarchy.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Minimum 5 GCSEs or equivalent at Level 2, including English and Maths

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Experience and understanding of basic functions of Microsoft Word, and Excel
	Experience of working in Local Government or another large organisation


	Experience of using digital tools to present / update written content 

	

	Experience of using a content management system to present / update content

	

	Skills:

	Essential
	Desirable

	Assertive and confident in own judgement when necessary

	

	Able to work in a changing environment by adapting to circumstances and demands and be open to new ideas
Able to work effectively as a team member

	

	Strong commitment to customer service 

	

	Clear and effective oral and written communication skills

	

	Able to analyse information effectively

	

	Able to identify and solve problems

	

	Able to manage own time and prioritise work efficiently and effectively

	

	Able to present information clearly, using a range of techniques

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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