April 2021

Dear applicant,

RE: Senior Digital Officer JD Maternity Cover (11 months)

Thank you for your interest in working for the Royal College of Pathologists.

Pathology is at the heart of modern healthcare. Pathologists work to prevent, diagnose, treat and monitor diseases and are involved in the diagnosis of disorders affecting every organ of the body, from before birth to after death. The majority of tests requested by doctors will be performed and interpreted by a clinical scientist or medically qualified pathologist. 
[bookmark: _Hlk63160808]
This is a fantastic opportunity to join a royal medical college whose members are at the forefront of tackling the Covid-19 pandemic.
You’ll have experience of digital communications and using CMSs, and ideally HTML and CSS. In addition, you will be comfortable scoping and testing new website developments, working alongside our web developers. You’ll have a good understanding of communications and brand, the ability to draft and edit engaging copy for the web, good organisational skills to plan and launch new website functionality, and excellent communications skills to develop positive and creative working relationships with colleagues and members. Previous management experience and an interest in medicine, science or healthcare would be advantageous, but are not essential. 
As a member of the Communications Directorate, you will be contributing directly to the College’s aims of boosting member engagement, raising awareness of the role of pathology in healthcare and clinical science, and inspiring future pathologists.
[bookmark: _Hlk68087191]To apply, please share your CV and complete a supporting information, and email it to recruitment@rcpath.org. The deadline for applications is 9am Tuesday 27 April 2021.  
Applications will be considered on a rolling basis.

[bookmark: _Hlk68087107]If you apply for the post, I would be grateful if you would complete an optional anonymous diversity monitoring questionnaire to enable the College to monitor the diversity of applicants: RCPath Diversity Monitoring Questionnaire

[bookmark: _Hlk68087165]If you would like to speak to someone about the role, please contact HR in the first instance 
on 020 7451 6708, or via recruitment@rcpath.org.

I look forward to receiving your application.

Yours sincerely,

Stacy Baxter
Editorial and Digital Manager







Job description


Job title:		Senior Digital Officer (Maternity Cover)

Responsible to:	Editorial and Digital Manager 

Responsible for:	Digital Officer

Working hours:	Full time 35 hours



Introduction
The College is a professional membership organisation dedicated to the advancement of the science and practice of pathology. There are currently approximately 11,000 members, all of whom are pathologists and scientists based in hospitals, universities, and laboratories in the UK and overseas. The College’s main tasks are to set and maintain training standards for doctors and scientists, to advise on the appointment of consultants, to ensure the membership is kept up to date with current practice through the continuing professional development scheme, and to promote the latest developments in pathology by holding scientific meetings.

The College’s mission is to promote excellence in the practice of pathology and to be responsible for maintaining standards through training, assessments, examinations, and professional development.

Department 
The purpose of the Communications team includes enhancing the reputation of the College and promoting pathology and the College to targeted audiences. The team is also responsible for communicating with and supporting College members.

This is achieved through working with the media, providing a fast and professional point of contact for all media enquiries, public affairs (engagement with politicians, civil servants and other key stakeholders), social media, website and publishing activity (the quarterly Bulletin, annual report, best practice recommendations and a range of pamphlets and briefing materials), and a planned programme of support for public engagement including National Pathology Week and national science festivals. 

                     
Main purpose
The Senior Digital Officer is responsible for managing any necessary technical development of the College’s website, working with colleagues and external suppliers to design and test new functionality. They are also responsible for improving the College’s website content – including creating and commissioning new content. They will have a good eye for detail and an understanding of content design. The Senior Digital Officer plays a key role in how the site develops to support members and communicate our messages effectively to a wide range of audiences. 

A core element of the role is developing and managing relationships with colleagues across the College to generate engaging content. The Senior Digital Officer designs and delivers training and resources for staff who use the website CMS. They also provide advice, guidance, and support on content development. They manage the Digital Officer, to ensure members and staff are provided with technical support and that issues and bugs are escalated appropriately.  

Key duties

Technical development 
· Manage any necessary technical development of the website, working closely with the Editorial and Digital Manager, Director of Communications, and the College’s digital agency.
· Oversee in-house testing of developments to ensure quality and adherence to agreed scope and budget.
· Involve College members and other audiences in user research to ensure both technical and content development reflect their needs and interests. 
· Manage and monitor website costs

Content development 
· Commission, improve and update material for the website to attract and keep visitors, developing relationships with colleagues, officers, and members.
· Contribute to the planning and implementation of projects to champion the needs of users and ensure the website and other digital channels promote the College to internal and external audiences in a positive and effective way. 
· Work with staff to design content to support key College projects, ensuring it reflects the College’s house style, tone of voice and visual identity.
· Work closely with the Editorial and Digital Manager to develop and maintain a calendar of high-quality, creative content that aligns with the College’s content strategy.
· Manage, analyse, and report on visitor data and feedback, monitor SEO activity and drive SEO strategy. Use this data to suggest new approaches, designs and features for the website that will improve user experience. 

Web support 
· Oversee the running of the College’s web support desk. 
· Design and maintain learning and development resources – including ongoing training – to equip staff to use the College’s CMS. 
· Monitoring the web support inbox and telephone number and providing customer-focused support to members who are facing problems using the website.
People management
· Manage the Digital Officer to ensure that work is aligned to College objectives, performance is monitored, and regular feedback is given.
· Manage people in accordance with the responsibilities set out in ‘Managing People at RCPath’ and apply College policies and procedures.

Other 
· Play a key role in discussions and planning with the Communications team so that digital activity is fully integrated.
· Contribute to the College’s forward plan.

General duties 
· Keep abreast of relevant research and developments within own professional field.
· Undertake any other duties and responsibilities as required by the Editorial Manager or Director of Communications that are commensurate with this role.

Scope and accountability
The Senior Digital Officer is responsible for planning and managing their own work and dealing with competing and changing priorities across multiple workstreams. They are responsible for planning and monitoring deployment of content to the website and coordinating the contribution of others. They must be comfortable balancing managing technical developments for the website with commissioning/editing content. 

The Senior Digital Officer manages improvements to the website, working with the Editorial and Digital Manager, Director of Communications, colleagues in the IT team and the website developer. They make decisions about how to translate the needs of users and staff into technical developments.

The Senior Digital Officer manages the Digital Officer and is responsible for setting and monitoring objectives, identifying opportunities for development, and carrying out personal development reviews. 

Key relationships
The Senior Digital Officer works cooperatively with colleagues across the College to generate content and provide advice and support to colleagues. The Senior Digital Officer is responsible for informing, involving and engaging stakeholders in projects and works closely with our website developer to manage technical development of the website.

The post holder must be comfortable working independently and in conjunction with other members of the Communications team and is expected to develop and maintain a close working relationship with the President, honorary officers, clinical directors, chairs of speciality advisory committees and external stakeholders. 


Person specification

Senior Digital Officer

	Requirements
	E
	D

	Knowledge / qualifications / experience

	Relevant degree or equivalent experience 
	
	

	Experience of engaging audiences through digital channels
	
	

	Strong understanding of techniques and tools to develop information architecture, improve user experience and search engine optimisation
	
	

	Excellent technical knowledge and experience of using CMSs
	
	

	Experience of developing content policies, guidelines, and planning calendars
	
	

	Knowledge and experience of monitoring and evaluating the effectiveness of websites – including use of Google Analytics
	
	

	Excellent spoken and written communications skills, including:
· drafting and editing clear, concise, persuasive copy for a range of audiences 
· editing complex information using house style in a way that is straightforward to understand and appealing 
· experience of special requirements for writing for the web, including use of keywords, hyperlinks, navigation and tagging.
	
	

	Experience and understanding of effect of communications on brand and reputation
	
	

	Experience of working with integrated CRM and CMS systems
	
	

	Experience of line management
	
	

	Experience of using HTML, CSS 
	
	

	Understanding of the General Data Protection Regulations and how to apply them 
	
	

	Skills / abilities

	Able to understand and promote the College’s key aims and values and ensure our website content supports these
	
	

	Excellent interpersonal skills and demonstrable ability to build and maintain effective relationships with staff and external stakeholders
	
	

	Good organisational skills, with the ability to plan and prioritise work under pressure, meeting deadlines within a work programme 
	
	

	Able to train colleagues in CMS use and on digital systems, tools, and strategies
	
	

	Able to think creatively and find fresh ways to reach and engage audiences
	
	

	Understanding of key issues of working with membership data, including data collection and protection under GDPR
	
	

	Good understanding of Microsoft Office and Adobe Creative Suite 
	
	

	Personal qualities

	Commitment to creating a first-class user experience
	
	

	Excellent attention to detail 	
	
	

	Team player with an enthusiastic approach, and able to work on own initiative 
	
	

	Flexible approach to work
	
	


























Working for the Royal College of Pathologists

We offer a supportive working environment, promoting values of quality service, teamwork and partnership.  We offer the following benefits to employees:

	Competitive Salary
	This role is grade 4, with a starting salary of circa £34,819 per annum with competence-based pay progression. 


	Hours 

	Standard working hours are 35 hours per week, Monday to Friday, 7 hours per day. Individual working patterns can be agreed starting work from 8am−10am and finishing between 4pm−6pm.


	Annual Leave
	25 days per annum, plus bank holidays, increasing with length of service. 


	College Closure Days

	The Trustee Board every July decides whether it will close the College between Christmas and New Year.  


	Employee Discount Scheme

	The College has an employee discount scheme operated through Reward Gateway.  This scheme offers employees discounts and cashback with major retailers.


	Pensions

	Employees will join the College pension scheme.

	Interest-free season ticket loan 

	You may apply to the College for an interest-free loan to purchase an annual season ticket.


	Employee Assistance programme

	Through this programme employees have access to a confidential counselling service, health advice, emotional support as well as a comprehensive occupational health service.


	Learning and Development 

	The College offers learning and development opportunities for all members of staff


	Maternity Pay

	Enhanced maternity pay, with up to 8 weeks at full pay, and 18 weeks at half pay.
 

	Paternity Pay

	Two weeks full pay.


	Flexible Working
	Flexible working is supported.  




This is an example of current benefits provided, subject to eligibility requirements, and it is not 
contractual. 


	

		
Information Pack with JD April 2021   Senior Digital Officer Maternity Cover              Page 2 of 2





The College’s values and behaviours set out the kind of organisation we are, what is important to us collectively, and how we work to achieve success.
They apply to staff members, honorary officers and volunteers. We also share our values and behaviours with contractors and others working within the College.



[image: ][image: ][image: ]We collaborate, share knowledge and communicate plans.
We involve the right people at the right time.
We work cohesively towards common goals.
We value diversity and the contribution and expertise of others.
We provide, seek and act on constructive feedback.
We approach tasks with energy and focus on positives.





We provide a welcoming, consistent and professional service.
We listen to our members to understand and respond to their needs.
We deliver impartial and accurate information and advice.
We seek opportunities to improve the value of benefits for all membership categories.
We are positive, open and transparent.
We are reliable, delivering within agreed timescales.
We achieve excellence by working together.
We support members to deliver the best patient care.
We aspire to provide the best quality services and lead innovation for pathology.









The Royal College of Pathologists
6 Alie Street, London E1 8QT
© 2020 www.rcpath.org



We strive to be the best we can be. We are resilient and determined.
We take managed risks and learn from our mistakes.
We take a proactive and solutions-focused approach to our work.
We use innovation and creativity to improve the quality and efficiency of our work.
We are committed to continuous learning and development.












Managing people at The Royal College of Pathologists
This guidance sets out your responsibilities as a line manager at the College.  
This has been developed with reference to:
· values and behaviours (teamwork, service, ambition)
· management capabilities (2014)
· Investors in People standards
· criteria for competence assessment

	Managing work

	You are responsible for ensuring that the work of your team is delivered to plan. 
· define the work that needs to be delivered
· plan and budget to ensure the right resources, people and skills
· allocate roles and resources

	· Teamwork: 
· Ambition: 
· Ambition: 


	Managing performance

	You are responsible for ensuring that people’s work is linked to College objectives and for managing performance.  
· set clear objectives and expectations 
· provide guidance and direction
· give regular feedback on performance
· give regular praise so that individuals feel valued
· assess competence as part of the performance and development review process
· apply College policies and procedures
· where necessary, address poor performance or inappropriate behaviour

	· Teamwork: 
· Teamwork: 
· Ambition: 

	Leading people

	You are responsible for leading people to work together to deliver College plans. 
· keep your team up to date with the bigger picture and future priorities
· encourage collaboration with other teams across the College
· develop and maintain a positive working environment
· act as a role model to promote College values and behaviours
· involve your team in new developments and plans

	· Teamwork: 
· Ambition: 


	
Developing people
	

	You are responsible for supporting the learning and development of staff in their roles. 
· identify and share learning to avoid repeating mistakes
· share your own experience and expertise with others
· discuss learning and development in one to one and PDR meetings
· encourage staff to undertake learning and development activities
· provide support through coaching
· trust staff to take responsibility in line with their role

	· Teamwork: 
· Ambition: 


	Communication and involving people
	

	You are responsible for promoting good internal communications and encouraging staff involvement.
· encourage regular two-way communication in one to one and team meetings
· actively encourage staff ideas and suggestions
· consider suggestions from your team and provide feedback
· share information with your team about your work, the College and health sector
· promote good teamwork and transparent communications 
· share information and plans with all stakeholders, including your manager

	· Teamwork: 
· Teamwork: 
· Service


	Managing change
	

	You are responsible for managing change and supporting others to manage change.
· adjust team plans and activities in response to change
· anticipate the impact of change on the work of colleagues, teams and staff
· work collaboratively to implement change
· remain open-minded and embrace change in a positive manner
· support your team to overcome resistance to change
	· Teamwork
· Ambition




Director of Communications


Editorial & Digital Manager 
(part time)


Press and PR Manager


Public Engagement Manager


Senior Digital Officer


Production Editor
(part time)


Digital Officer (part time)


Public Affairs Officer
(part time)


Communications Officer
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