
 
 
 
 
 
PERSON SPECIFICATION: WEBSITE OFFICER 
 
NOTE TO APPLICANTS: Whilst all points on the specification are important, ‘D’ is desirable.  Those 
marked ‘E’ (essential) are the key requirements.  You should pay particular attention to these 
essential points and provide evidence of meeting them.  Failure to do so may mean that you will not 
be invited for interview. 
 
 
JOB TITLE:  Website officer 
GRADE:  Grade 7  
TERM:  Permanent 
DIRECTORATE:  Corporate Services 
SERVICE: Communications 
 
CRITERIA: 
 
Experience  
 

Experience of supporting the design and delivery of complex, high-performing and 
customer-focused websites 

E A, I 

Experience of project managing digital products or services E A,I 

Experience of developing products that meet standard accessibility requirements  
e.g. WCAG AA, SOCITM 

E A,I 

Experience of making a significant contribution to functional and technical 
specifications 

E A,I 

Experience of liaising with senior personnel and of managing the expectations of 
key stakeholders 

E A,I 

Experience of delivering websites/ digital products, considering: 

 Defining timescales and budgets 

 Managing and prioritising delivery of multiple projects at the same time 

 Updating and owning project plans 

 Maintaining project momentum and identifying risks and issues 

E A,I 

Experience of developing performance metrics, including using web analytics to 
understand service performance and to drive iterative change 

E A,I 

Experience of developing and implementing web standards 
 

E A,I 

Experience of offering ‘web best practice’ guidance to people who do not have 
technical knowledge in an accessible, easy-to-understand way 

D A,I 

 
 
 
 
 
 



 
Skills and Abilities  
  

A starter/finisher who is dependable, consistent and detail orientated, with the 
confidence and determination to see work through from start to finish 

E A,I 

Strong interpersonal skills including collaborating and working in a team to find 
solutions at pace 

 
E 

 
A,I 

Proven ability to lead on web content development including the ability to 
optimise online content  

 
E 

 
A,I 

An understanding of how to correctly structure web content and to champion 
website content best practice 

E A,I 

Practical problem solver, able to quickly and effectively deal with issues E A,I 

Ability to work in a fast paced environment to tight deadlines E A,I 

Ability to provide clear and unambiguous advice on complex issues avoiding the 
use of jargon 

E A,I 

 
 
Education/Qualifications/Knowledge 
 

Excellent working knowledge of website design and delivery, with a background 
of website content management 

E A,I 

Strong understanding of website principles including SEO, accessibility and web 
content best practice 

    E     A,I 

An awareness of the technical and non-technical elements that ensure websites 
are accessible, secure, usable and used 

E A,I 

Strong understanding of digital analytics E A,I 

Evidence of relevant, continued professional development D A,I 

Understanding of the law and operating context as it relates to website and 
communications delivery within a local government context including:  GDPR, 
Local Government Publicity Code etc. 

 
E 

 
A, I 

Basic knowledge of local government, including the remit and range of services 
provided by the council 

D A,I 

Knowledge of the aspects of web design, for example (but not limited to): 

 HTML, XHTML, CSS design, cross-browser and cross-platform 
compatibility 

 W3C Web standards, WCAG AA 
 Coding for front end development 
 UI/UX 

D A,I 

 
 
 
 
Other Requirements  
 

To be able to work 37 hours per week, flexibly between 7am and 7pm in 
accordance with the needs of the service (Note that the council operates a flexi 
time scheme between the above hours) 

 
E 

 
A, I 



To occasionally work out of hours, with prior notice, to ensure effective delivery 
of the service. 

E A,I 

To be reasonably contactable outside of working hours in the event of an 
emergency and the need to update the council’s website and social media 
channels.   Note that this does not imply a formal rota, or associated on call 
payment.  Any emergency time worked would be reimbursed by time in lieu. 

E A,I 

 
Commitment to Equal Opportunities  
 
 

Ability to understand and demonstrate commitment to equality and diversity.     E   A,I 

 
Commitment to Service Delivery/Customer Care   
 

Customer focused with a strong public service ethos. E A,I 

Committed to providing high quality public services. E A,I 

 
 
 
 
 
 
 
 

 

 


