	ROLE PROFILE
	ActionAid

	Role Title:
	Temporary MyActionAid Website  Editor


	Division:

Department:


	Communications
Multimedia Productions Team 

	Reporting To:
	Web Manager (Acting) and Head of Multimedia Productions (Acting)


	Role Purpose:
	To assist ActionAid in realising the full potential of the MyActionAid website and derived income by managing the daily operations of the website and supporting the Website Manager in the strategic growth and development of its community of users.


	Key Contacts: (Internal and External)


	DP staff, particularly Web Manager, Website Editor, Head of Multimedia Productions, Communications director and key stakeholders in Marketing dept; external digital consultants; relevant staff in all AAUK departments;

	Date:
	27 July 2007


	Key accountabilities
	Key elements
	% time

	· Adding/ updating content and troubleshooting
	· Update the MyActionAid (MYAA) website content using the content management system.
· Support AA staff and MYAA community members with uploading  and creating new content including events, profiles, blogs, activity pages, photo albums and forum posts.
· Troubleshoot and identify technical problems as they arise with the website. 
· Assist the Web Manager with technical issues of  MYAA website

· Assist Web Manager in managing digital agencies working on MYAA.
	40%

	· MyActionAid community development
	· Provide recommendations to Web Manager for creative and technical developments needed to maintain the interest and help Grow the community of MYAA users.
· Work with AA supporter services team and other key stakeholders to respond to all enquiries and support issues from MYAA users.
· Pro-actively engage with the MyAA community to improve the user experience and help ensure a positive experience for users of the site.
· Promote the use of the website amongst staff and support Website Manager in integrating MYAA into all AA teams.
	35%

	· MyActionAid management – ongoing monitoring and strategic planning.
	· Ensure the MyActionAid (MYAA) website reflects ActionAid’s vision, mission, goals, values and brand.
· Support the Web Manager with day-to-day operations of MYAA, including the HSBC E-Commerce system.
· Develop key performance indicators as well as reporting processes to communicate MYAA’s progress.
· Monitor the site on a continuous basis to ensure all information is up-to-date; write/revise web content and edit/proofread material prepared by colleagues in other depts; design and upload pages.

· Monitor and approve user generated content.

· Assess suitability of material and advise staff accordingly in their planning and preparation of material to go on-line. 

· Support Website Manager with implementation of new developments and technical systems on MYAA.

· Work with Website Manager and key stakeholders to develop marketing and communication strategies to encourage the growth of user generated content on MYAA.  

· Contribute actively to the integrated working of MYAA with databases, such as Infobase, and help improve the processes required within Supporter Services.
	15%

	· Maintenance MyActionAid
	· Identify maintenance strategy including the role of stakeholders and the allocation of time/resources from the web team for ongoing support.
· Equip relevant AA staff with the necessary skills and tools in terms of monitoring and maintenance activity.
· Implement changes or modifications identified as part of any ongoing process to improve performance.
· In conjunction with the agency and the IS department, compile necessary technical information to ensure future maintenance is possible.
	10%


	Role related knowledge, skills and experience at entry (Expertise in Role - Entry Level)

	Essential

· 2 years experience of working on a website for a medium to large NGO/Company, web content development experience on a medium to large website with in-depth knowledge of website operations.

· Working knowledge of best practice in the field of new media.
· Experience of using website content management systems.

· Experience of developing and working with online communities and social networking platforms.
· Experience of online marketing (including PPC, CPA and CPM) and email marketing.

· Experience of managing user generated content.

· Ability to troubleshoot and identify technical problems.
· Experience of working with external suppliers, specifically digital agencies.
· Excellent interpersonal skills, working as part of a team, supporting/advising staff in other Departments.

· Good customer/ supporter relation skills.

· A creative self-starter who can proactively seek information and generate ideas.

· Ability to manage own workload and work to deadlines under pressure.
· Good oral & written communication skills.
· Excellent IT skills.
Desirable

· Will have a good basic understanding of HTML and CSS.
· Experience of online fundraising.
· Experience of customer service or communicating with the public.
· Will be very familiar with Myspace, Facebook, JustGiving,Yahoo 360, Flickr, Bebo, and other popular social networking platforms.
Other requirements

· A commitment to ActionAid UK’s mission and values.
· A commitment to ActionAid UK’s Equal Opportunities policy.
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