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NEW COLLEGE WORCESTER (NCW)

JOB DESCRIPTON 

Job Title

:  DIGITAL ADMINISTRATOR – FIXED TERM CONTRACT 18 MONTHS 
Grade


:  NJC Scale 3, SC2 3-4
Salary


:  £24,027-£24,404PA SC2 (3-4)
Pro-Rata

:  £6,994 - £7,103PA based on 12 hours per week, plus 2 weeks in holidays
Department

:  Business Operation Services: Marketing
Location

:  New College Worcester

Responsible to

:  Communications, Business & Income Generation Co-ordinator
Responsible for
:  No responsibility

Working Pattern
:  Part time 12 hours per week by mutual agreement, term time only plus 2 weeks (24 hours)
PURPOSE OF THE ROLE:
NCW is a residential special school for children and young people who are blind or vision impaired. Set on a beautiful campus overlooking the Malvern Hills, NCW is a unique and rewarding place to work making a difference to the lives of young people with a vision impairment.
We are looking for an enthusiastic, committed and creative content administrator to join a well-established, creative and dynamic marketing team. Your role will be to maintain and update the content of our websites and other digital platforms and databases.

The main focus is to research, input and maintain content on the NCW websites, across the public facing and secure sign in areas, using Wordpress software. It is a role where attention to detail and tenacity is as important as a creative eye along with either web editing experience or the enthusiasm and ability to learn. You will also be involved in digital communications, event and other administration and data inputting.
The role reports into the Communications, Business & Income Generation Co-ordinator but will be required to liaise with all departments and staff at all levels of the organisation. 

Job Description

Tasks will include:

· Uploading and formatting text, images, documents and other media

· Working with the Senior Leadership Team, teachers, residential care staff and support staff to gather relevant and up to date information

· Uploading events, maintaining diaries

· Adding new information and updating all existing information on a regular basis

· Including and maintaining links

· Auditing the websites to ensure information is up to date, accurate and relevant
· Assistance to implement new web-based developments

· Working with our external web development agency to provide updated requirements, including testing new features and functionality.
· Occasional support of other activities in the Marketing Department such as student recruitment events internal college events and Fundraising activities.
· Any other duties commensurate with the nature of the post and under the reasonable direction of the Principal.

Annual Review
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.

Equal Opportunities Statement:
New College Worcester (NCW) is committed to being an equal opportunities organisation.  It is committed to promoting equal opportunities and preventing discrimination.  This policy applies to both its service delivery and its own employment practise.  You will be willing and able to demonstrate commitment to NCW’s Equal Opportunities Policy.

Safeguarding Children:

New College is fully committed to ensuring the safety and well-being of students at the College.  You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you come into contact with.

This document is to be read on the context of the New College Worcester’s Statement of Purpose, Equal Opportunities Statement, the agreed Policies of New College Worcester, and the Conditions of Service as outlined in the individual employee’s contract.

PLEASE NOTE:

This appointment is subject to two satisfactory and verified references, medical clearance, an Enhanced DBS Clearance and Registration, and a six-month probationary period.
PERSON SPECIFICATION

WEBSITE ADMINISTRATOR: (AD171/0921)

	ESSENTIAL
	DESIRABLE

	· Ability to write engaging, relevant and informative copy with a high standard of written English for different audiences.
· Excellent copy writing and proofreading skills, and a keen eye for detail.
· Confident and able to communicate effectively with staff at all levels.
· Tenacity to chase requests for information.
· Time management and organisational skills.
· Comfortable working with young people.
· Can react quickly to requests.
· Outgoing and confident personality.
· Experience of web content management systems or willingness to learn.
· A good standard of computer literacy.
· Well organised, with an ability to work to deadlines, and to plan and prioritise short and long-term tasks effectively.
· The ability to work independently and as part of a team.
· A good sense of humour, energy, enthusiasm and a proactive, positive attitude.
· Awareness and understanding of Safeguarding, data protection and organisational sensitivity.

	· Any previous experience in using a CMS (WordPress, Drupal, Joomla, others).
· Previous experience in the Education sector.
· Experience of editing photographs.
· Previous office administration experience.
· Experience with WordPress plugins such as Elementor, Gravity Forms, and Modern Events Calendar (MEC).



JD:  Website Administrator       
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