LEEDS COMMUNITY HEALTHCARE NHS TRUST
JOB DESCRIPTION

	Job Details

Job Title:



Digital Content Manager
Banding: 



BAND 7
Current Salary Band: 

£46,148 - £52,809
Employing Organisation: 
Leeds Community Healthcare NHS Trust
Location: 



White Rose Park, Leeds LS11 and WFH
Specialty/Department: 

Chief Executive’s Office
Reports to: 

Head of Communications
Accountable for:   


System Configuration Specialist


	Organisation Chart
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*Corporate structures are currently being reviewed as part of the Trust’s Quality and Value Programme.  



Job Purpose

The Digital Content Manager is responsible for our digital communication channels, in particular our Patient Information Hub (in development), which is a key communication channel with patients, partners, and wider stakeholders. A main feature of this role is to work with service teams and with wider corporate colleagues (for example, Digital Innovation Team Patient Engagement and Health Equity) to develop a fit for purpose strategy for digital care information, backed by the appropriate governance structure.
Reporting into the Head of Communications with a dotted line to the Trust’s Digital Innovation Lead, you will be responsible for the Trust’s digital platforms (Patient Information Hub/intranet/social media).
You will:
Lead in managing, creating, planning and putting in place digitally optimised content for a range of platforms (including Patient Information Hub, intranet and social media).
Develop and curate the Patient Information Hub and any aligned digital platforms, (for example the Trust’s intranet) and maintain relationships with a variety of people invested in those platforms.
Lead digital marketing activity to raise awareness of services and self-care management resources hosted on the Patient Information Hub.
Support the Head of Communications and wider communications team to manage the Trust’s intranet (My LCH) and support in the training of colleagues to manage their areas of it.
Report on analytics and identify ways to optimise performance across both the Patient Information Hub and the intranet (My LCH).
Develop strong working relationships with colleagues from clinical teams and aligned corporate functions.
Make sure that the patient voice is central to the Patient Information Hub developments and that the latest accessibility guidance is understood and followed throughout the organisation when developing content. 
Make sure that the colleague voice is central to the Trust’s intranet (My LCH) and that the latest accessibility guidance is understood and followed throughout when developing content. 
Work with colleagues to explore if appropriate content already exists for both the Patient Information Hub and My LCH, so as not to duplicate resources. Where gaps are identified, collaborate with a range of public and private sector partners, colleagues and suppliers to deliver creative content on time, and within budget.
Lead on key projects aligned to digital content transformation and which include appropriate public engagement/staff consultation. 
Line manage the System Configuration Specialist who is responsible for integrity of the Patient Information Hub across the organisation. Their role involves making sure that all system changes are documented and tracked, that templates and brand guidelines are followed and that system functions are maintained.  
Deputise for the Head of Communications at meetings and workshops and events as appropriate. 

Key Working Relationships

· Communications team and wider colleagues across corporate services
· Clinical Team colleagues
· Chief executive, Digital Innovation lead and Implementation Officers (PIH)
· General managers and heads of service

· ICB (place/regional) Comms Lead
· Communications leads in other health and social care organisations and third sector partners. 
· Journalists/members of the media

· Patients/Carers

· Local community groups

· MPs, councillors and the public
· Third party suppliers e.g. website supplier
Key Responsibilities
Strategic communications:
· Support the Head of Communications to deliver the communications aspects of the Trust’s Digital Strategy and the Trust’s Annual Business Plan.
· Lead on the review and development of digital communications related policies and protocols as required.
· Ensure all digital activities are delivered in line with Trust’s overall brand, visual identity, tone of voice and key messages.
· Curate, Review, analyse and optimise the Patient Information Hub and intranet (My LCH) based on site analytics and user feedback to improve user experience and achieve objectives. 
· Make sure content is up to date on the Patient information Hub and intranet, through content audits to remove stagnant and/or repeated information. 
· Manage external contract negotiations and partner relationships (for example, to make sure bugs are fixed promptly and improvements are identified and put in place. 

· Work with multiple external agencies, from brief to implementation on the delivery of planned activity to time and budget. (For example, the design and deployment of new content.) 

· Work closely with the System Configuration Specialist to support ongoing hosting, maintenance and development work across our Patient Information Hub/Intranet. 

· Where appropriate deputise for the Head of Communications at meetings and events.
· Contribute to communications digital campaigns/events and make sure that the patient, carer and/or partner voice is considered in digital activities. 
· Provide support and advice to senior managers and service leads in all aspects of digital communications and engagement. 

· Work with steering groups and project teams (internal and external) to develop, plan and put in place effective communications tactics for major digital projects and campaigns.

· Operate effectively, in a flexible and demanding environment, and proactively engage with staff and key stakeholders working on a variety of topics.

· Provide and receive highly complex, sensitive and contentious information and translate this into digital communications that work for key audiences.

· Provide relevant and timely specialist digital communications and engagement advice and guidance.  

Stakeholder relations:
· Build, develop and maintain strong working relations with internal and external stakeholders.

· Pro-actively manage key stakeholders including Friends of the Trust, media, local Healthwatch, voluntary sector, local MPs, NHSE, CCG, Health Scrutiny Committees etc.

· Create opportunities to leverage the support of stakeholders to promote and publicise key projects. 

· Develop initiatives and proposals to promote public engagement and involvement in key projects. 

· Committed to working and engaging constructively with internal and external stakeholders on a range of business sensitive issues.

· Identify stakeholders, understand their communications needs and make recommendations about appropriate engagement methods to meet those needs.
· Leading the delivery of communications that support engagement with our key stakeholders.
· Work in close collaboration with internal teams including colleagues in communications and other support arms, for example patient experience team and involvement champions. 

Project and campaign and management:
· Collaboration with steering groups and project teams, internal and external, to develop, plan and put in place communications plans for key digital projects. 

· Lead on specific events, campaigns, projects and programmes of work including development and delivery of digital communication and engagement tactical plans.

· Oversee the delivery and ongoing functionality of digital communication and engagement tools to support key projects.  

· Manage delivery of projects, providing regular reports on progress against plan.

· Be responsible for a high standard of work supporting the delivery of digital projects on time, to quality standards and in a cost-effective manner.

· Ensure the flexibility of the digital project if required to meet conflicting/changing requirements.

· Advocate for digital projects at senior level and ensure active engagement.

Communications, media and public affairs: 

· Develop and use a range of communication channels, including social and digital media, publications, tactics and events that support two-way communication with our stakeholders. 
· Ensure all communication channels e.g. website, media, social media and newsletters are maintained and utilised effectively in delivering communications and engagement activities.

· Production/copywriting a range of materials including newsletters, leaflets, presentations, web content, social media and engagement and consultation reports.  

· Develop an ongoing programme of media activity, identifying opportunities for pro-active press releases and positive stories. 

· Act as a point of contact for Overview and Scrutiny/parliamentary enquiries. Coordinate and draft responses to questions and briefings.

· Provide media/communications advice and manage sensitive events and issues effectively. 

· Support the development and delivery of the communication and engagement plans, identifying risks, issues and dependencies, considering best practice and current options and ultimately making decisions in the best interest of the project.

· Produce public and internal facing engagement resources and materials, in collaboration with communications and service colleagues.

· Write, edit, produce and distribute publications aimed at stakeholders, ensuring they are well written/scripted, produced to a professional standard, on time, current, relevant and engaging. 

Engagement:
· Advice teams re digital engagement activities to support and deliver project plans.

· Design programmes of engagement to support key projects. 

· Create digital surveys and other engagement methods to support delivery of work programmes.

· Working with internal teams to ensure digital communication and engagement plans are compliant with any legislative requirements.

· Develop innovative ways of working with patient, carers and the public on digital transformation.  

· Identify stakeholders, understand their digital communications needs and make recommendations about appropriate engagement methods to meet those needs.

· Lead digital engagement events so support key projects. 

Internal communications: 

· Work with staff and senior managers to maintain digital content and improve internal communications systems including the intranet (My LCH).
· Ensure colleagues are aware and engaged with key digital developments. 
People management and development:
· Line manage the System Configuration Specialist and conduct regular performance review, wellbeing checks and annual appraisal. 
· Support the professional development of junior members of staff (for example, through knowledge sharing, shadowing opportunities etc). 
· Support your own personal and professional development and make sure you are aware of best practice in digital engagement and communications, particularly within the health and social care sector.

Developing and Maintaining Relationships
· Able to quickly develop a high degree of rapport and trust with a wide range of stakeholders
· Embodies the Trust’s values and behaviours to always represent the Communications Team and Trust in a professional manner
· Takes responsibility for actions relating to digital communications activity for LCH as a whole and / or the Communications team.

· Actively works towards developing and maintaining effective working relationships both within and outside the trust, notably with colleagues. 
· Fosters and maintains strong links with all services across the trust, developing key contact points within care and corporate services.

Managing Resources

· Ensures the effective and efficient use of resources within your own sphere of 
responsibility 
· Use of and setting up laptops and projectors for events and meetings as well as loading presentations is a regular requirement
.

Managing Self

· Prioritise your own workload within agreed objectives deciding when to refer to others as appropriate
· Participate in the trust’s appraisal system, matching organisational aims you’re your individual objectives and undertaking appropriate training as required.
· Take responsibility for your own and others’ health and safety in the working environment.
· Comply with the policies and procedures of the trust.

· Make sure that a professional service and image is always maintained.

· Make sure your own actions support the equality, diversity, rights and responsibilities of individuals.

· Promote and adheres to equality of opportunity and diversity within the trust.

In addition to these functions the post holder is expected to:

· In agreement with their line manager carry out such other duties as may be reasonably expected in accordance with the grade of the post.
TERMS AND CONDITIONS OF SERVICE
Band:
7
Hours:
37.5 per week 

Contract:
Permanent


Salary:
£46,148 - £52,809 PER ANNUM 

New staff will normally be appointed to the minimum of the pay band.  Staff transferring from one post to another in the same pay band within the NHS will enter the band at the same point that they were previously on.    Staff promoted within the NHS will enter the new pay band at the minimum or the first point of the new pay band that gives them an increase in salary. Any previous NHS service will be subject to confirmation by the Payroll Department. 
Annual Leave:
The annual leave year runs from 1 April to 31 March following.  The full entitlement being 27 days for a full year and pro rata for an incomplete year's service. An additional 2 days will be awarded after 5 years service plus a further 4 days after 10 years service. This is in addition to 8 public and statutory days holiday.

NHS Pension:
The post is pensionable unless you opt out of the scheme or are ineligible to join and your remuneration will be subject to deduction of contributions in accordance with the National Health Service Pension Scheme.  In the event of you not wishing to join the scheme you should complete form SD502 on your commencement date.

Medical:
The appointment maybe subject to you completing a declaration of health form, which may lead to a full medical examination upon request.

Notice:
Giving notice – you are required to give the Trust 8 weeks written notice of termination of your employment.

Receiving notice – with the exception of ‘Summary Dismissal’ you will be entitled to receive notice of 8 weeks or your statutory notice entitlement whichever is the greater.





Statutory entitlement is:

· For staff with more than 4 weeks continuous service, entitlement to notice is 1 week for each year of completed service up to a maximum of 12 weeks.

PROFESSIONAL REGISTRATION


Where it is a requirement as part of this job role to be registered with a Professional Body, you are required to maintain and update your registration in line with the Trust’s Professional Registration Policy.  You are required to provide proof of your registration status on your appointment, at renewal of registration or at any other time as requested by the Trust.  It is also a requirement for you to comply with any Codes of Professional Conduct and to update/satisfy any Continuous Professional Development conditions.

It would also be a requirement for you to comply with any Codes of Professional Conduct and to update/satisfy any Continuous Professional Development conditions.

SECTION 11 COMPLIANCE

Safeguarding Children and Vulnerable Adults

All employees are required to act in such a way that at all times safeguards the health and well being of children and vulnerable adults.  Familiarisation with and the adherence to the Trust’s Safeguarding policies is an essential requirement of all employees as is participation in related mandatory/statutory training.

ORGANISATIONAL AND STATUTORY REQUIREMENTS

All employees should understand that it is their personal responsibility to comply with all organisational and statutory requirements, e.g. Health and Safety; Equal Treatment and Diversity; Confidentiality; Infection Prevention and Control.
MENTAL CAPACITY ACT (MCA 2005 CODE OF PRACTICE) 

This Act applies to all persons over the age of 16 who are judged to lack capacity to consent or withhold consent to acts which are considered by health and social care professionals to be in the best interests of their welfare and health. 

The Mental Capacity Act 2005 imposes a legal requirement on health and social care professionals to ‘have regard to’ relevant guidance within the Code of Practice when acting or making decisions on behalf of someone who lacks capacity to make the decision for themselves. Furthermore, they should be able to explain how they had regard to the Code when acting or making decisions. 

Detailed guidance is available in the Mental Capacity Act 2005 Code of Practice http://www.dca.gov.uk/legal-policy/mental-capacity/mca-cp.pdf

NOTE

This job description does form a part of the contract of employment and indicates how that contract should be performed. The job description will be subject to amendment in the light of experience and in consultation with the postholder.   
JOB SHARE

This post not suitable for job sharing.

SMOKING

The Trust operates a no smoking policy and is smoke free.

	Effort Factor Information

	PHYSICAL EFFORT

What physical skills needed in the role require, speed, accuracy, dexterity and or manipulation of objects (includes both clinical and non-clinical posts)?  Please provide specific examples.

Is the post holder required to lift equipment?  If yes, please specify type of equipment, weight (approx kilos) and frequency of the requirement.  Please provide specific examples.
	The employee will spend much of their time desk based to process, review and edit documents as well as online content management systems e.g. intranet and website. The employee may be required to lift boxes or equipment on a very occasional basis.  The weight of the lifting would not exceed 5 kilos.

	MENTAL EFFORT

Describe the amount of concentration required within the day-to-day job.  What is it the employee will have to concentrate on?  Please give examples of how often and for how long this concentration occurs.  Please provide specific examples of when mental effort is required.

Is the post holder required to drive a vehicle?  If so please specify duration and frequency.
	The employee is required to spend most of their time each day editing or creating documents on behalf of others or for team projects and campaigns

The employee is is within an open plan environment where interruptions are frequent and largely uncontrollable.

There is a requirement to concentrate well even where distractions exist and ensure accuracy in checking wording and meaning.

It is likely that activity will need to be prioritised in the event of the need to respond to other requests.

There may be a requirement to travel on occasion with this role as we operate from bases across the city.  Access to a car is desirable but not essential.

	EMOTIONAL EFFORT

Does any part of the job require any emotional effort?  What elements of the role expose the employee to emotional effort?
How often does this happen?  Please provide specific examples.  E.g. exposure to child protection issues
	This is a busy post as part of a generally busy team, where there are daily deadlines and the need to manage several pieces of work with conflicting deadlines.

Distressing or emotional circumstances are rare, but the employee may on occasion be exposed to details which some may find distressing – most notably in relation to patient experiences/stories.

	WORKING CONDITIONS

Is the post holder required to work in extreme heat or cold, with smells, noise or fumes which are unavoidable, even with the strictest health and safety controls?  Does the post holder work with clients or patients who express aggressive verbal or non-verbal behaviour or similar.  Please describe the requirement and the frequency with which this may occur.
	The employee is exposed to normal office-working conditions and will be required to undertake word and general document processing / amendments as well as working on web-based systems for prolonged periods of time each day.

The employee’s base is in an open plan environment where the ability to work well with frequent interruptions to deal with internal or external enquiries is essential.


LEEDS COMMUNITY HEALTHCARE NHS TRUST 

PERSON SPECIFICATION – Digital Content Manager

	Attributes
	Essential
	Desirable
	How identified?

	QUALIFICATIONS
	Educated to master’s level or equivalent experience.

In-depth knowledge and experience managing digital channels.

Excellent knowledge of Content Management Systems (CMS)

Good understanding of Search Engine Optimisation (SEO), Google Analytics, and accessibility requirements (WCAG guidelines)

	Experience of working in complex public/private sector environments with multiple stakeholders including local and central government and private sector organisations.

• Visualisation skills

• Experience of marketing automation tools and CRM platforms.
Experience in website procurement (new website development, website hosting contracts)

REWARDS
	Application form
Interview

References

	EXPERIENCE
	Clear track record of leading digital communication channels – managing content updates, developing new content, and reviewing and optimising performance.
Proven track record in social media planning and delivery.

Evaluating digital performance against objectives and making recommendations to improve future performance.

Proven success in improving SEO and accessibility.
Experience of marketing automation tools (for example, MailChimp)
Experience collaborating closely with project teams to define objectives, develop content and review performance.

Strong background in copywriting and content development and ability to write in plain English. Knowledge of content development for those with English as a second language
Proven experience managing multiple internal and external stakeholders, and briefing suppliers to ensure that campaigns are delivered on time, on brief and on budget to meet project objectives
Experience of line management responsibilities.

Budget handling
	Experience of working in digital communications within the public sector, third sector or NHS.

Visualisation and creative skills

Experience of chairing working groups and of conducting engagement exercises and workshops.

Experience in website procurement (new website development, website hosting contracts)


	Application form
Interview

References

Assessment

	KNOWLEDGE & UNDERSTANDING
	In-depth knowledge and experience managing digital channels including WordPress CMS, SEO, accessibility, and analytics.

Exceptional attention to detail including copywriting and proofreading skills. 

Ability to make sense of complex information and present in plain English, in a clear and approachable format for a wide range of audiences.

Strong analytical and problem-solving skills, with excellent knowledge of Google Analytics.

Strong creative judgement, with the ability to develop engaging digital content and ensure it is in line with brand guidelines.

Excellent collaborator, with the ability and confidence to work with colleagues to define their digital content requirements, develop project plans, and challenge, influence and advise as necessary.

Excellent planning, project management, budgeting and organisational skills

Ability to work on own initiative, taking ownership for own workload and autonomously progressing projects, escalating to line manager when appropriate.

Ability to oversee and line manage junior colleagues and escalating to line manager when appropriate. 

Ability to work successfully with a wide range of people and to develop effective professional relationships and networks, including businesses, commercial partners and potential investors

Knowledge of writing digital policies and protocols.

Ability to plan effective use of social media


	Knowledge of obtaining and editing audio and video for use across a wide range of platforms

	

	PRACTICAL & INTELLECTUAL SKILLS
	Able to organise own time and plan / deliver work to deadlines and manage own time effectively

Ability to work without direct supervision, acting on own initiative where appropriate, pre-empting problems and offering potential fixes

Ability to implement detailed content work with an understanding of how it fits with a larger strategic framework
	
	Application form
Interview

Assessment

	TRAINING


	Must be willing to participate in any relevant training identified to develop skills required to carry out duties
	
	Application Form

Interview

References

	DISPOSITION, ADJUSTMENT & ATTITUDE
	Professional manner and attitude displaying tact and diplomacy

Sensitive to the needs of others and has an awareness and responsiveness to other peoples feelings and needs

Values differences; regards people as individuals and appreciates the value of diversity in the workplace

Able to work as part of a team, co-operating to work together and in conjunction with others and willing to help and assist wherever possible and appropriate.

Able to develop, establish and maintain positive relationships with others both internal and external to the organisation.

Able to work under pressure, dealing with peaks and troughs in workload and in a systematic manner
Positive attitude to dealing with change; flexible and adaptable, willing to change and accept change and to explore new ways of doing things and approaches

Highly motivated and reliable

Has a strong degree of personal integrity; able to adhere to standards of conduct based on a sense of right and wrong and be dependable and reliable


	
	Application Form

Interview

References

	CIRCUMSTANCES – PERSONAL


	Ability and willingness to adopt a flexible approach to work on the occasions it may be required.


	
	Interview

References

	PHYSICAL
	Able to undertake the demands of the post with reasonable adjustments where required.
	
	Interview

Occupational Health Screening


Digital Content Manager 





Digital Engagement Worker (Leeds Sexual Health)





Communications and Digital Officer





Communications Assistant





Head of Communications





Chief Executive





Communications and Engagement Manager (frozen) post 0.2 WTE) 





Communications Project Lead





Graphic Designer





System Configuration


Specialist





Communications and Digital Officer
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