
 

 

    

 

 

JOB DESCRIPTION 

SPECIFIC JOB 
TITLE 

Digital Communications Manager 

GENERIC ROLE 
TITLE 

BUSINESS MANAGER 

LEVEL/GRADE D/ E 

JOB FAMILY BUSINESS SUPPORT 

CONTRACT TYPE Fixed term – 3 years with possibility of extension 

HOURS 37 

REPORTS TO Head of Communications and Public Relations 

DEPARTMENT SIEP 

LOCATION Rothamsted Research 

DATE  19/06/17 

OVERVIEW OF ROLE/JOB PURPOSE 

Operating within the Communications Team, the Digital Communications Manager will deliver effective 

communications across internal and external stakeholder groups by supporting the creation of a digital strategy that 

ensures the seamless integration of online communications and broad social media content into traditional 

campaigns and marketing strategy. The role involves the day-to-day management, maintenance and development 

of the institute website(s) design and dynamic content, and support for various web-based projects throughout the 

organisation. 

The role requires excellent written and oral communication and the creative skills to develop images and video 

content for dissemination across various online and offline channels. The successful candidate will be computer 

literate, skilled in the use of video, animation and audio visual tools and will be expected to carry out the duties 

listed below and any other duties reasonably required by the line manager or Institute, commensurate with the 

grade and level of responsibility for this post. 

 

 

 

 

MAIN DUTIES OF ROLE 

Generic Outputs Weighting 
Description of 

Outputs  
Description of Job Specific Duties 

BUSINESS 
SERVICE 

DELIVERY  
40% 

Smooth and 
efficient running of 
own work area, 
including 
application of 
specialist 
knowledge to solve 
non-routine 
problems, develop 
new systems, 
policies and 
procedures, 
generate reports 
and prepare 
management 
information 

 Work with the Head of Communications to create a 
digital communications strategy for the Institute  

 Day-to-day management, maintenance and 
development of the Institute’s website design and 
content and support for various web-based projects 
throughout the organisation including the 
development of new websites.  

 Implement Search Engine Optimisation (SEO) activities 
and support the delivery of social media updates, 
analysing and reporting on the performance of digital 
marketing activity.  

 Research, test and implement the use of online and 
social media tools to maximise the impact of digital 
activities and to enable reporting.  

 Ensure the website & intranet content is kept fresh 
and up to date at all times – including copy-writing, 
refreshing images and videos, and updating news on a 
regular basis. 

 Support RRes’ social media activities and development 
of a social media strategy.  



 

 

    

 

 Build and run an institute facebook site.  

 Monitor and update twitter, facebook and other 
appropriate social media channels in line with the 
RRes’ communications objectives and key messages.   

 Support development of an engaging YouTube channel 
for RRes. 

 Explore possibilities for creating an online community 
to respond to questions and requests from followers 
on behalf of the RR.  

 Provide input into the on-going social media strategy, 
ensuring it is kept up to date with the latest trends in 
digital communications.  

 With input from Communications, develop a plan to 
deliver weekly social media output to promote brand 
awareness, linking to national campaigns and news 
stories.    

 Provide digital design work, including video and audio 
production using the latest creative software 

 Support the team guardianship of visual identity. 

 Undertake image, video and audio production activity 
including capture, editing and technical support. 

  Design and create digital output, including video and 
audio production using the latest creative software 
including infographics and exciting and engaging video 
and photographic content for use across all digital 
platforms.  

 Develop systems and processes for the integration of 
data across the department, such as a segmented 
distribution lists and a customer relationship 
management system. 

 Support other bespoke websites or portals for projects 
in which the Institute is a collaborator, such as the 
National Capabilities Websites (e.g. Insect survey). 

 Develop a robust and effective delivery system for 
targeted distribution of e-newsletters  

 Assist the Head of Communications on new website 
development, including liaising with external agencies, 
producing reports for management decision making 
and project managing any agreed action. 

FINANCE AND 
RESOURCE 

MANAGEMENT 
15% 

Monitoring of 
allocated budgets, 
contributing to 
resource planning 

 Advise on resource implications of different 
website and digital related activities (budgets will 
be managed by Head of Communications). 
 

WORKING WITH 
OTHERS 

20% 

Building 
relationships with 
customers, 
colleagues and 
external contacts, 
raising profile of 
team/work-unit 
and provision of 
specialist advice on 
all aspects 

 Interact with scientists and non-science staff, as 
appropriate for development of new website 
content and to ensure the website & intranet 
content is kept fresh and up to date.  

 Interact with the copy writer and VCU to ensure 
images and videos are refreshed and to update 
news on a regular basis. 

 Work with internal and external organisations on 
user experience design and user testing to better 
understand what users need and in turn develop 



 

 

    

 

web-based assets that are both functional and user-
friendly  
 

LEADERSHIP 
AND 

MANAGEMENT  

10% 
 

Ensuring 
performance and 
quality standards in 
terms of service 
provided 

 Ensure website and digital support is using the most 
efficient and effective tools and technologies 

 Keep abreast of technological developments  
 
 

CONTINUING 
PROFESSIONAL 
DEVELOPMENT 

5% 

Expanding 
knowledge 
base/skill set via 
both planned and 
ad hoc learning 
opportunities and 
encouraging own 
self-reflection 
through activities 
such as mentoring/ 
coaching/critical 
career reviews and 
promoting 
knowledge sharing 
among others 

 Build networks with the Institute and local and 
national website practitioners to share good 
practice on content management systems.   

 
 

 



 

 

    

 

 

PERSON SPECIFICATION AND SHORTLISTING CRITERIA* 

SPECIFIC JOB TITLE Digital Communications Manager 

GENERIC ROLE TITLE BUSINESS MANAGER 

LEVEL/GRADE D/ E 

JOB FAMILY BUSINESS SUPPORT 

CONTRACT TYPE Fixed 3 years, with possibility of extension 

HOURS 37 

REPORTS TO Head of Communications  

DEPARTMENT SIEP 

LOCATION Harpenden 

EDUCATION/QUALIFICATIONS Essential Desirable How Tested?** 

1. 
Professionally qualified with a relevant degree, or equivalent 
qualification 

  A 

2. 
Working towards (or recently achieved) relevant professional 
qualification level (e.g. ACCA, CIPD, Member of appropriate 
professional bodies at associate or graduate level) 

  A 

EXPERIENCE/KNOWLEDGE/SKILLS Essential Desirable How Tested?** 

1. 
Proven extensive experience in similar or related role in digital 
science communication. 

  A 

2. 
Proven excellence in verbal and written communication, 
presentation and interpersonal skills.  
 

  A/IV 

3. 
Broad knowledge of digital marketing to include social media. 
 

  A/IV 

4. 
An understanding of Search Engine Optimisation techniques and 
software relevant to digital/social media monitoring activity. 
Ability to write copy. 

  A/IV 

5. 
Advanced practical experience in website content management, 
website development and digital communications. 

  A/IV 

6. 
Knowledge and experience of using movie/ 
animation/infographics software: e.g.  Adobe products 

 
  A/IV 

7.  Experience of working with HTML5 and CSS3   A/IV 

8. 
Awareness of external changes which impact on the role and ability 
to respond to these changes as appropriate. 

  A/IV 

9. 
Understanding of any relevant regulations, quality standards and 
implications of non-compliance on other users. 

  A/IV 

10. 
Evidence of engagement in continuous professional development 
activities to keep knowledge base and skills up to date and develop 
them further. 

  A/IV 



 

 

    

 

11. 
Experience of working with others from across broad professional 
specialisation and status. 

  A/IV 

12. 
Experience of planning and progressing a series of work within 
general guidelines, using initiative and judgement. 

  A/IV 

BEHAVIOURS/COMPETENCIES How Tested?** 

1. Drive for Quality:  Works to and sets stretching goals A/IV 

2. 
Strategic Thinking: Anticipates emerging organisational needs and manages current 
situations accordingly 

A/IV 

3. 
Creativity and Innovation: Seeks to generate a range of innovative ideas when addressing 
problems or new issues 

A/IV 

4. Developing Self and Others: Promotes sharing of knowledge and expertise among others A/IV 

5. Professional Conduct: Adopts a transparent and open approach A/IV 

6. 

Productive Relationships: Solicits input from others when tackling problems or generating 
new ideas 
 
 
 
 

A/IV 

7. Effective Communication: Communicates in an engaging and proactive manner A/IV 

GENUINE OCCUPATIONAL REQUIREMENTS Essential Desirable How Tested?** 

 

 
 
 
 
 
 

  

 

            *     Minimum requirements of the post and how they will be assessed             
           **    Evidence of criteria will be established from: A (application), IV (interview),Test     
                   (skills test/prepared question/presentation), Cert (certificated checked by interview   
                   panel) 

 


