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JOB DESCRIPTION

	Job Title:
	Division:

	Senior New Media Adviser
	External Relations

	Location:
	Responsible to:
	Date:
	Rank

	London or other suitable location
	Director, Communications
	May 2017
	4


1.
JOB PURPOSE

Describe why the job exists.

To lead on development and delivery of digital and social communications for the Federation. 

To lead on the development of web content across the Federation and the expansion of digital channels and social platforms. 

To develop and implement effective integrated digital communications strategies, to raise and maintain the global profile of the IPPF brand; to raise the visibility of our work and engage audiences through innovative content. 

To line manage a portion of the communications team and deputise for the Director, Communications when required.

To undertake a series of key tasks as required alongside other Communications staff.

2.
KEY TASKS
Describe the main activities undertaken by the job holder.  The list need not be exhaustive, but should reflect the most important features of the job.

1. To lead on managing IPPF’s international and regional websites (including different language versions of websites) as IPPF’s key communications tool. Responsible for delivering  advice and training to other Communications colleagues and focal points in Central Office (CO) and Regional Offices (ROs) on digital and social media and to ensure optimum use of their presence and opportunities, within the wider digital strategy. 
2. To manage external online channels and social networks. To create and publish content across all platforms. 
3. To work with other Communications colleagues, in particular to work with and manage  the Digital Content Production Adviser and Design and Video Adviser, to ensure that digital and social content production and publication is continuous, timely and makes maximum use of material available and that design work delivers the maximum strategic benefit to Communications.
4. To identify and manage the need for new or revised digital content, and co-ordinate implementation.
5. To develop and maintain an integrated corporate digital strategy for the Federation which encompasses digital, social media, content and governance strategies which integrate with wider communications, advocacy and fundraising initiatives in CO and ROs.
6. To be responsible for the overall accuracy of digital and social content and the successful capture of online donations.
7. To develop and advise senior managers on web governance, processes for online campaigns and corporate best practice for digital channels across the Federation.
8. To optimise IPPF’s presence on search engines.

9. To champion innovative ways of working across multi-disciplinary teams to consistently deliver high quality, maintaining IPPF’s online brand integrity.

10. To regularly evaluate the success of digital and social work, including ensuring the production of reports on digital and social statistics, online donations and user feedback as required.

11. To identify and manage modifications and improvements to the Drupal content management system and other integrated software, advising senior managers in purchasing software or contract work. To project manage web development and implementation, including scoping and overseeing the work of external contractors.
12. To be accountable together with Systems and IT colleagues for all systems and technologies relevant to the successful maintenance of the website.
13. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

14. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation. 
15. To become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance.
16. To undertake any other reasonable duties as may be requested from time to time. To share core duties with other Communications colleagues as required, including:
a) To write and publish media releases when required including syndicated pieces e.g. HuffPo 

b) To be able to create simple graphics and edit simple audio and video when required
3.
RESPONSIBILITIES

Describe:
a)
Any staff responsibilities carried by the job holder.

The job holder has direct responsibility for two members of staff.


b)
Any financial responsibilities carried by the job holder.

Maintains budgets related to specific projects.

c)
advisory responsibilities carried out by the job holder.

To advise Director, Communications and Director External Relations Division on digital and social development needs, expansion of online advocacy and communications opportunities and CRM database. To include advice on procurement, policies and strategies for information systems and third party agreements relating to the web. To advise Regional Offices on their online presence. 

4.
EDUCATION & QUALIFICATIONS

Describe the likely educational/training background of the job holder.

· Degree in journalism, communications or web and digital media or equivalent standard of education essential.  Post graduate qualification in a relevant field desirable.
5.
PROVEN ABILITY 

Describe the minimum level of professional experience required to do the job.

· Advanced application in web development, web management and digital content and social engagement experience. Includes the management and development of global corporate digital strategies; solid experience of: web and social media content creation, including writing, selecting, editing and packaging of content; working with content management systems, including Drupal, and managing website development, including server side knowledge and awareness of Linux and Apache Solr; working with and using CRM databases and integrating with CMS systems, Paypal and external information systems; optimizing all web content for SEO and accessibility; experience with online/social media advocacy and communications campaigns.
6. 
SKILLS

Detail the skills needed to do the job, including languages.
· Proficient understanding of website/internet technologies with an understanding of what can and cannot be done technically. 
· Good working knowledge of HTML, HTML5, XHTML, CSS, XML, PHP and JS, with demonstrable experience validating and fixing code.

· Good working knowledge of Dreamweaver and Photoshop packages.

· Excellent written communication skills to include writing, editing and proof reading, both hard copy and electronic for multiple audiences.

· Excellent interpersonal skills – articulate, diplomatic and culturally sensitive. Ability to interact with internal and external stakeholders, negotiating and influencing.
· Competent delivering training for technical and non-technical staff.
· Excellent time management and organisational skills to meet multiple and conflicting deadlines.
· Strong project management skills to undertake complex and varied multi-disciplinary projects.
· Experience of managing other members of staff.
7.
PERSONAL COMPETENCE

Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality.

· Awareness of and sensitivity to the multi-cultural environment in which IPPF operates.

· Ability to travel internationally about ten days a year. 

