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Information pack

Web and Digital Communications Manager, ActionAid UK
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We’re ActionAid. We’re people who are dedicated to ending the extreme poverty that kills 10 children every minute of every day. We’re a charity and much more. We’re a partnership between people in poor countries and people in rich countries – all working together to end poverty for good.

ActionAid is an international development charity. Formed in 1972 we have been growing and expanding to where we are today - working with over 13 million of the world's poorest and most disadvantaged people in over 40 countries worldwide.

Photo by Gideon Mendel/Corbis/ActionAid
Team Information
The web/digital team is part of a multidisciplinary production team which also covers video production, an international picture desk, copy editing, magazine production, design, print and mailing plus communications scheduling and production management.  The team oversees issues of identity and brand, and is core to ActionAid UK’s communications role.  
The web/digital unit within multimedia productions has trebled in size in the last three years.  
Team Structure
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Job Description and Person Specification

Please note this statement is for information only and does not form part of a contract. This list is not exhaustive and you will be expected to undertake such duties as may be assigned to you by ActionAid from time to time. Staff are expected to be flexible in their work in order to deliver the objectives of the organisation.

	Job title
	Web/Digital Communications Manager
	Location
	Bowling Green Lane, London EC1

	Contract type
	Full-time
	Contract length
	Permanent

	Starting salary
	Grade 5
	Date
	24 November 2010


	Context

	At a time when digital is taking centre stage in ActionAid’s approach to strategic communication, this role will ensure that we create and build upon a well-established platform in a way that is resilient, engaging, and inspiring to our supporters and the general public.  


	Main purpose of the role

	To help in the development of a forward-looking digital strategy for ActionAid while continuously developing and managing ActionAid UK’s digital communications including websites, overseeing a high-pressure digital communications production team.


	Management and key relationships

	Staff managed

	5

	Reports to

	Head of Multimedia Productions (MMP)

	Key Relationships

	Internal: Other members of Multimedia Productions team (picture desk, video, print and editing); Director UK Communications; Fundraising  department members; Campaigns department; Schools and Youth teams; Media team; country programmes staff especially those working in communications production; IT department;  International Web Manager; relevant staff in all AAUK and international departments

External:  Digital agencies; consultants; other NGOs; technical support agencies


	Main Duties



	Duty

	1
	Management

· Build a strong ethos of digital communications  practice across ActionAid UK 

· Line manage web team including Web Editor, Digital Content Producer, Digital Youth and Learning Producer, Digital Projects Co-ordinator and Digital Campaigner, providing appropriate development, appraisals and regular 1-to-1 sessions

· Work with MMP staff to deliver appropriate and impactful digital communications 

· Compile reports and statistical feedback on website traffic and electronic communications progress for senior management

· Carry out strategic reviews, including of technical processes and procedures e.g. content management system (CMS), implementing any required testing

	2
	Planning and Monitoring

· Working with Head of MMP, produce and implement a digital strategy which delivers against ActionAid’s communications priorities and brand

· Lead work on creating better synergy with AA International website

· Produce and monitor budget

· Build close relationships with key departments to enable them to develop digital solutions which fulfil their communication needs  

· Monitor, at a strategic level, the overall design, content and direction of the ActionAid UK website, email marketing and social networks to ensure they  reflect ActionAid UK’s vision, mission, goals, values, and brand

· Ensure the site serves all ActionAid’s audiences 
· Play key role in tactical and strategic steering groups within the organisation, including setting up and leading the Website/IT issues group and Web Communications steering group.

	3
	Development
· Keep abreast of emerging technologies and  devise ways for ActionAid to capitalise on these, presenting recommendations and business cases to Head of MMP and Senior Management Team (SMT)
· Work with Fundraising, Campaigns, Schools and Youth to ensure the development of digital communications (including mobile) support our online fundraising, engagement and campaigning needs
· Implement web changes/developments to maintain the interest of browsers and key stakeholders

· Ensure website is set up to gain optimal exposure via internet search engines

· Pioneer and implement the use of interactive and participative new technologies e.g. podcasts, blogs, web clips, mobile communications, emergent web TV etc.
· Set up digital communications and website training programmes for staff
· Develop, oversee and project manage sophisticated online strategies for specific one off ActionAid projects when necessary

	4
	Technical input
· Manage relationships with external specialists, including website developers and designers – including service level agreements and ensure teams and agencies understand and adopt existing technical processes 

· Work closely with IT department and service providers to ensure ActionAid UK has appropriate hosting platform 

· Ensure that our IT service provider, troubleshoots and resolves technical problems as they arise with ActionAid’s website hosting environment

· Support the Web team with the day-to-day running of the ActionAid UK website and social networks

· Ensure the team receive the appropriate training in e-project management, design, HTML, CSS and encoding to fulfil their roles
· Oversee development and ongoing support for ActionAid UK’s e-commerce systems
· Oversee ActionAid UK’s bulk email service provider
· Work with relevant departments on integration of online e-commerce and supporter recruitment using Infobase database (ActionAid UK’s customer relationship management database)

· Take responsibility for online security jointly with IT department.

· Ensure all digital communications production meets highest worldwide web consortium standards and accepted standards of accessibility and  usability 

	5
	Advice, guidance, good practice

· Work with other departments on developing audience focussed digital content and email marketing strategies
· Proactively participate in relevant campaigns advising how digital communications can be used to support campaigns

· Advise country programme colleagues, affiliates and ActionAid International on digital communications issues as requested
· Embed use of digital communications best practice guidelines for ActionAid UK staff and external agencies

	6
	International responsibilities

· Develop strong online style and presence for ActionAid UK website while ensuring integration with ActionAid International website

· Advise ActionAid International on development of their websites and online/digital strategy

· Participate in ActionAid International electronic communications forums


	Person Specification

	Knowledge, skills and experience: key requirements

	
	Requirement
	Evaluation


	1
	Essential

· Educated to degree level or equivalent

· First class knowledge/experience of website development and digital project management
· Knowledge of fundraising or generating income online and new developments in mobile and digital technology

· Minimum of five years’ experience of developing and managing the email and website functions of a medium to large organisation

· Experience of producing and implementing an integrated digital communications strategy 

· Experience of budgeting including costing, planning, monitoring and reporting

· Minimum of three years experience of managing  staff

· Experience of briefing and managing external suppliers/consultants

· Strong interpersonal skills and experience of advising/supporting staff from a wide range of backgrounds in using electronic communications

· Ability to manage and prioritise own workload 

· Excellent verbal and written communication skills 

· Ability to effectively maintain own administration 
	Application and interview

	2
	Technical
· Excellent knowledge of information architecture, digital communications planning  and information systems administration

· Experience of content management systems, email marketing platforms, databases and other web technologies 

· Knowledge of digital production, including the use of software packages such as  Adobe Creative Suite
· Knowledge of internet servers, especially Linux-based systems, including related hosting and connectivity technologies, e.g. SFTP, SVN or similar 

· Experience of  troubleshooting and identify technical problems 

· Experience of best practice in digital communications and website development
· Experience of user testing methodologies
	Application and interview

	Competencies


	
	Requirement
	Evaluation

	1
	Commitment to ActionAid’s mission and values
	Application and interview

	2
	Commitment to ActionAid’s Equal Opportunities policy
	

	3
	Leadership skills
	

	4
	People management and development skills
	

	Knowledge, skills and experience: desirable

	
	Requirement
	

	
	· Experience in the charity/development sector

· Experience in developing and implementing training plans and training staff
	Application and interview


Terms and conditions of employment at ActionAid
1. Contract Status:

Permanent 
2. Place of work:

33-39 Bowling Green Lane, London EC1R 0BJ  
3. Salary:


£34,175 to £40,205 per annum 
4. Probation period:

Six months
5. Notice period:

1 month during probationary, 1 month thereafter

6. Working hours:

35 hours flexible working week

Benefits include:

· 27 holidays per calendar year 

· Group Personal Pension Plan - employer contributes 10%, employee 3%;
· Flexible working hours and family friendly policies
· Interest free season ticket loan
· 5 day holiday purchase scheme
· Child care vouchers
· Corporate membership of local gym
· Bike2Work Scheme
How to Apply:
Interested in applying? Please email no more than 4 pages including your CV and covering letter along with your equal opportunities monitoring form to jobs@actionaid.org quoting job reference number 1001-92
Your CV and covering letter should state clearly your suitability for the role and how you meet the role criteria. 
If you have not heard from us within two weeks from the closing date, please assume you have been unsuccessful on this occasion. Only shortlisted candidates will be contacted.

ActionAid is an equal opportunities employer. We warmly welcome applications from all sections of the community and aim to promote diversity. 

Reg. Charity No. 274467
Closing date: 
4th January 2011 (9:00 am)
Interview date: 
12th January 2011































� Please note ActionAid reserves the right to increase or reduce the number of staff managed according to the needs of the organisation.


� Please note ActionAid reserves the right to change the line of management according to the needs of the organisation.


� This is relevant for recruitment purposes and sets out how a candidate will be assessed against requirements. 


� Competencies articulate the behaviours which an organisation expects its staff to demonstrate in the course of their work both to reflect organisational values and add significance and worth.
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