______________________________________________________________________________
Job description

	Date:  
	13 May 2026


______________________________________________________________________

	Department:

	External Affairs, Communications and Marketing  

	Post number:

	CCOMSO005

	Job title:

	Web Editor 

	Grade:

	Grade 6


_____________________________________________________________________

Main purpose of job

The post holder will be responsible to the Senior Online Accessibility and Compliance Officer for: 

· managing, developing and designing content on websites as part of a web editing team;

· writing and editing content for our websites and digital channels, manipulating graphics and repurposing multimedia content; 

· making sure that standards are maintained in relation to online content including compliance with legislation and guidelines;

· liaising with internal departments, advising them on the most effective and efficient way to communicate clearly and effectively through digital channels including web and social networking;

· working closely with staff in our IT section to deliver quality internet services and new technologies.



Summary of responsibilities and personal duties

1. To write, edit, prioritise and update content on Belfast City Council website and other commercial sites relating to council services, for example, Belfast Zoo.

2. To manage and maintain high quality web content, which is accurate, timely and offers a satisfactory user experience for both the casual browser and the person seeking specific information.

3. To liaise with our IT section to improve functionality of our websites, for example, by reporting faults.

4. To work with other departments to assess web and digital information needs and provide advice and suggestions to develop content rich sites that meet the changing needs of customers and corporate agendas.

5. To play a leading role in content planning for all digital channels: including researching new content, graphics, images, designs and layouts in line with new developments, applications and web techniques; and prioritising the publishing of information.

6. To contribute to the development of corporate web, social media and video style guidelines and policies.  

7. To monitor content publishing to make sure that we adhere to our corporate content standards and challenge inappropriate content.

8. To ensure compliance with legislative and government guidelines, for example accessibility and usability.

9. To match content to users’ needs through analysis of search logs and website usage statistics; and conduct monitoring and evaluation to make sure that our online services are useful, usable and used.

10. To update all the council’s digital channels and develop innovative ideas to develop these channels to contribute to the delivery of the marketing and communications strategy and Belfast city brand framework.  

11. To maintain a high level of corporate awareness ensuring digital information is captured, analysed and reported upon for the various media channels.

12. To work as an effective team member within the External Affairs, Communications and Marketing  

13. To participate in the successful delivery of the internal and external communications strategy for Belfast City Council. 

14. To motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme.

15. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

16. To participate as directed in the council’s recruitment and selection procedures.

17. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

18. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

19. To undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment, as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.























Employee specification

	Date:  
	31 July 2026


______________________________________________________________________

	Department:

	External Affairs, Communications and Marketing  

	Post number:

	CCOMSO005

	Job title:

	Web Editor 

	Grade:

	Grade 6


______________________________________________________________________

Essential criteria

Experience

Applicants must, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience, in a professional capacity, of carrying out each of the following three areas for an organisation:

1. writing digital content in plain English to tight deadlines for a wide-ranging audience;
1. analysing and measuring customer usage of digital channels to ensure accessible communications; and
1. using a web content management system (CMS), email marketing system, MS Office, Photoshop and, or equivalent packages.

Desirable criteria

In addition to the above experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms:

· in the first instance, have a third level qualification in a relevant subject such as Journalism, Communications, Multi-media, Marketing, Digital Marketing, Business Studies, English, or equivalent qualification; and
· in the second instance, can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in a professional capacity of carrying out each of the three areas, detailed above, for an organisation.


Special skills and attributes

Applicants must be able to demonstrate, by providing personal and specific examples, evidence of the following special skills and attributes which may be tested at interview:

Communication skills:  A high degree of literacy with the ability to write reports, draft press statements, newspaper articles and provide written materials for online publications, including web and social media.  Effective oral communication skills with the ability to convey ideas and information in a persuasive and influential manner and to issue clear instruction to staff and provide media advice and support to senior management, elected members or non-executive board members.

Analytical and decision-making skills:  The ability to analyse complex situations and take appropriate decisive action with an understanding of the possible wider corporate implications of such action.

Work planning and organisational skills:  The ability to operate effectively under pressure, to plan and effectively prioritise taking into account short and medium-term goals, service demands and the availability of resources.

Team working skills:  The ability to work in a team to ensure team working and deliver successful results.

Political and corporate sensitivity skills:  The ability to promote good public relations and to maintain sound relationships with elected members, the media, the public and other bodies on a wide range of issues including those which are highly sensitive or confidential with an unbiased attitude.

Technical knowledge:  An understanding of media relations issues and best practice including how information technology and new technologies can increase business efficiency.

Local government knowledge:  An awareness of how local government and other public bodies operate.



______________________________________________________________________________
Web Editor
13/08/26
