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JOB DESCRIPTION

	Job title
	Senior Digital Communications Officer

	Reports to
	Head of Communications and Media

	Management responsibilities	
	Nil

	Job location
	London, United Kingdom

	Grade and level
	3

	Contract duration 
	Permanent



	Job purpose

	
The Senior Digital Communications Officer shapes and delivers International Alert’s digital strategy. They lead on building our online profile and reaching our target audiences through engaging and accessible content across our global social media channels, website and newsletter. They will be a creative and analytical thinker, committed to help furthering our peacebuilding and amplifying its impact.


	Duties and responsibilities

	
Oversee our digital strategy
· Lead on identifying, setting and monitoring the digital priorities for the global Communications team, in support of the communications strategy.
· Advise programme teams and global staff on how to use digital communications to meet their objectives and reach their target audiences.
· Take the lead on communications plans for specific projects.
· Monitor and share key metrics to help inform our approach to digital communications.
· Stay abreast of the latest digital trends and approaches.

Manage our social media channels
· Manage our global social media channels and engagement.
· Produce high-quality and engaging social media posts about our work.
· Create images and video content for our social channels, and branded templates for country teams to use.
· Champion the use of social media among colleagues to help further their objectives.
· Advise and support our country and regional teams on using and setting up national social media channels.
· Use analytics to inform our use of social media.
· Manage the social media content schedule.

Manage our website
· Manage our global website using the WordPress CMS.
· Project manage ad hoc and longer-term development changes to the website.
· Manage the relationship with our external web support agency.
· Ensure the top-level webpages are engaging and kept up-to-date.
· Liaise with external translators to ensure consistency across our language sites.
· Ensure the website is optimised for SEO and that content editors follow good practices.


Lead on digital marketing
· Lead on the production of our newsletter via Mailchimp.
· Lead on and deliver social media advertising across our social media channels.
· Support country teams with their use of digital advertising via their social channels when needed, for example by providing trainings or support with in-country digital agencies.
· Maintain the Google Ads grant to ensure it is used effectively and efficiently.

Support on content creation
· Write and edit stories, blogs and videos about our work when needed.
· Support programme teams with the production of video and other multimedia content about their work.

Contribute to the effective working of the team and Alert generally
· Lead on the delivery of periodic webinars, including setup, promotion and running.
· Provide occasional training to staff on key subjects relating to your role.
· Collaborate with peer networks and coalitions.
· Maintain relationships with programme teams to ensure regular collaboration.
· Contribute to team-wide communications and knowledge management.
· Participate in organisation-wide events and discussions on related topics/projects.
· Any other tasks as may be reasonably required.


	Travel requirements

	
The postholder should be prepared to undertake some travel internationally, possibly to areas of instability.




PERSON SPECIFICATION

	Talents 

	
At Alert, we have introduced Talent Management to our business model, as we believe talented people are crucial to the success of our work. We believe all individuals are talented and success comes in matching the right talents to the right roles. For this role, the skills, qualifications and experience listed below are important, but we believe that to be great in this job you are likely, first and foremost, to have a talent for engaging audiences online and presenting complex ideas in an engaging and accessible way.




ESSENTIAL REQUIREMENTS

	Fluency in written and spoken English

	Experience of digital project management and planning

	Experience managing multiple digital platforms, including social media channels and email newsletters

	Excellent writing and editing skills, and able to adapt your style for different audiences

	An eye for detail and accuracy, and an ability to grasp complex issues and present them clearly

	Experience of managing and editing websites using a CMS (WordPress a plus)

	Experience using Google Analytics and social media analytics

	Experience of digital advertising, including social media and PPC

	Understanding of SEO

	Strong ability to think creatively and produce innovative content

	Experience of designing and editing graphics and images for social media, including knowledge of design software (ideally Adobe Photoshop and/or Canva)

	Excellent time management and prioritisation skills, with an ability to work to tight deadlines and balance competing demands

	An ability to work independently and collaborate in teams and in a multicultural environment

	Excellent interpersonal and communications skills, and a track record of building strong relationships with a wide range of people



DESIRABLE REQUIREMENTS

	Fluency in Arabic, French or Russian

	Experience working in the charity sector

	Experience working with country or regional teams in a global organisation

	Knowledge of conflict resolution and peacebuilding, international development or human rights

	Knowledge of digital project management tools (ideally Trello)

	Knowledge of video editing and video editing software (ideally Adobe Premiere)

	Good understanding of branding




SUMMARY TERMS AND CONDITIONS

	Pension
	After the successful completion of the six months of employment the post-holder becomes eligible for Alert pension rights, backdated to the start of employment at Alert. Pension contributions are paid into a personal pension of the employee’s choice and are currently equivalent to 10% of gross salary.

	Leave entitlement
	25 days per year plus English statutory holidays.

	Notice period
	There will be an initial one-month probationary period during which notice will be two weeks on either side. On successful completion of the probationary period notice will be one month. 

	Working hours
	Full time staff are expected to work a standard 35-hour week, with some flexibility around start and finish times to be agreed with the line manager. All staff are required to work core hours 10am–4pm.

	Sport’s club membership
	Staff can take advantage of subsidised membership of a local sports club upon successful completion of the probation period.
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