	
	
	



[image: Text

Description automatically generated]
 

Job Description
TITLE: Website Coordinator
[bookmark: _Hlk31113471]STARTING SALARY: £27,450 (Grade 6)
DURATION: Fixed Term until 31 March 2024 (extension subject to review)
HOURS: 35.75 hours per week (part-time would be considered on a pro-rata basis)
RESPONSIBLE TO:  Integrated Knowledge Systems Manager
CLOSING DATE: Sunday 27 February 2022, 11pm
INTERVIEW DATES: Thursday 3 March 2022.

ORGANISATION DETAILS
Capital City Partnership (CCP) is an arm’s length company of The City of Edinburgh Council and is tasked with the operational development, management and support of local and regional employability and poverty reduction measures. It takes a flexible approach to changing economic conditions, needs and opportunities but its core functions comprise.

· The management of all employability related grants and contracts awarded to external providers by the council and other key partners
· The management of assessment processes related to bids received for such grants and contracts and making recommendations for funding 
· The provision of policy advice, research, and development support (including secretariat functions) to the city’s Jobs Strategy Partnership and partners
· The development and maintenance of common communications and management information infrastructure for the Jobs Strategy Partnership
· Development and support of the Joined Up for Jobs network and the Joined Up for Business partnership
· Provision of support to the Edinburgh and South-East Scotland City Region Deal Integrated Regional Employability and Skills programme (IRES).


JOB PURPOSE
The Website Coordinator is a new position requiring a wide-ranging skillset to support development work aligned with the employability and skills element of the Edinburgh and South-East Scotland City Region Deal. 
The Edinburgh and South-East Scotland City Region Deal is a change programme, supporting better regional alignment and facilitating change in how we work together and make better use of opportunities for economic inclusive growth. There are five main themes in the Deal, one of which is the Integrated Regional and Employability Skills (IRES) programme. Within this skills element there are seven themes which include:
· Integrated Knowledge Systems
· Labour Market Analysis
· Intensive Family Support
· Data Skills Gateway
· Housing and Construction Infrastructure Gateway
· Integrated Employer Engagement 
· Workforce Mobility. 

This post has been funded to support the IRES programme to deliver on set objectives contributing to the overall vision of the programme. The post holders’ main responsibilities will include providing support to the Integrated Knowledge Systems Manager to align and integrate a new employability and skills website across the region. The web-based website provides an entry point for job seekers, employers and employability providers and will host job boards, training opportunities and employability provision within the region. The post holder will maintain the website through content management systems to ensure it remains updated and relevant. The successful applicant will also support the IRES Programme Connector to implement and develop processes to ensure compliance and promote the IRES project across all communication channels.  The post holder will report to the Integrated Knowledge Systems Manager; however, will be expected to provide support to the IRES Programme Connector as required. 

The post holder will:
· Produce and coordinate engaging website content 
· Liaise with software providers to maximise integration between website and back-end system functionality 
· Develop use of Content Management System and website resource library 
· Create and implement content management frameworks to coordinate processes across various systems
· Support the IRES communication strategy in line with the wider Edinburgh and South East Scotland City Region Deal including social media, websites, and newsletters
· Collate operational and performance data for impact and performance reporting
· Identify and implement innovative ways of working to enhance systems, streamline processes and maintain security
· Complete other day to day tasks as required.

KNOWLEDGE AND SKILLS REQUIRED 
Essential:
· One year minimum experience of leading and coordinating the delivery of set outcomes within a similar setting
· Qualifications or skills and experience to SCQF Level 6 including, for example, Highers, Professional Development Award, National Progression Award, Modern Apprenticeships or SVQs
· Strong communication skills including the ability to write good quality, informative and engaging content suitable for use across various communication channels 
· Excellent time management skills to support the coordination of multiple priorities with minimal supervision
· Ability to design, implement and manage administration processes to support communication and website management 
· Understanding of website build, layout design and effective functioning
· Experience of using website, content management or customer relationship management systems 
· Ability to demonstrate an appropriate level of relationship building and networking to meet agreed objectives
· Meticulous approach to maintaining compliance, governance, and security across all systems 
· Innovative approach to implementing systems to strengthen and automate processes using available applications 
· Ability to work from home using available applications to support a COVID virtual setting, including Microsoft Teams, webinars, and other available software 
· Experience of working with Office 365 applications or similar and/or willingness to learn and implement new applications to support business activity.

Desirable: 
· Understanding of the Edinburgh and South East City Region Deal and the Integrated Regional Employability and Skills (IRES) programme and/or knowledge of the employability sector
· Experienced in developing marketing strategies to promote and engage with related audiences.

Please note that no website design, development, or coding skills are necessary for this role. 

EMPLOYEE BENEFITS 
· Home working
· Flexible working (flexitime)
· 25 days annual leave
· 6 floating public holidays and 4 fixed public holidays
· Employer pension contribution.

Your workplace will be The Capital City Partnership Offices at 165a Leith Walk, Edinburgh - or home working if preferred. 
The Capital City Partnership operates a 5-day, 35 ¾ hour working week, however part time working (minimum of 25 hours per week) would be considered. 
Some evening and weekend work may be required, and the Capital City Partnership operates a flexitime and TOIL system. 
Payment of the annual salary is by twelve monthly instalments. This is subject to appropriate deductions for National Insurance, Income Tax and Superannuation. Any broken period at the beginning or end of your service will be paid pro-rata. Payment will be made towards the end of each month by direct credit transfer to your bank or building society. 
The paid leave entitlement is 25 days annual leave, 6 days floating and 4 fixed public holidays. Annual leave increases by one day per year of service to a maximum of 30 days. The Capital City Partnership’s leave year runs from 1st April to 31st March. 
Under statute you are required to make provision for a pension. As an employee of the Capital City Partnership, you are eligible to participate in the CCP pensions scheme, which is a contributory scheme, members being automatically contracted out of the State Earnings Related Pension Scheme. 
Please note that conditions of service at the Capital City Partnership are modelled on those applicable currently in the City of Edinburgh Council and any subsequent amendments, subject to the practicality of their implementation in a small organisation. 
Any procedures that have been agreed are in the CCP staff handbook. 
As of 1st May 2004, it is a requirement of the Asylum and Immigration Act 1996 that employers verify authenticity of specific documentation relating to an individual’s identity and UK residency status.

Please return completed application forms in word format to Paige Evans paige.evans@capitalcitypartnership.org by Sunday 27 February 2022 (11pm).
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