
 

 

DIGITAL CONTENT OFFICER  

ROLE PROFILE 
 

 

ROLE TITLE Digital content officer 

DEPARTMENT Engagement  

OPERATING ASSOCIATION/ 
DIRECTORATE 

People - Orbit Group 

RESPONSIBLE TO Digital Senior Officer 

 

ROLE PURPOSE  

 
The Digital content officer will ensure the wide breadth of websites are always up to date 
and are consistently providing a premium experience for our customers.  
 
The Digital content officer will audit, upload and create website content making sure content 
complies with our quality standards and brand. 
 
They will make sure our social media channels, which have varied audiences, have 
engaging content and create rich content for them.  
They will lead in supporting our Customer service multimedia team in delivery of our 
customer service channels and consult on brand and provide training and guidance on best 
practice for social media. 
 
They will work closely with suppliers to project plan and produce creative concept for film 
and create digital assets for campaigns as part of a large Marketing and Communications 
team. 

 

ACCOUNTABILITIES / RESPONSBILITIES 

Website management 

Maintain and develop existing websites using various CMS platforms including Umbraco, 
creating and uploading content, including text, pictures, graphics, customer information and 
video.  

Manage content uploads and change requests from across the business for website, 
intranet and social media channels.  

Ability to check and edit content to a high standard and work using own initiative to a set of 
quality standards and assurance to make sure all content is on brand and utilised by 
customers. 

Reporting  
 
Using Google Analytics to gather usage statistics, providing reports and data analysis and 
suggesting ways of continually improving our websites.  
 
Use of audit software and processes to make sure our websites are up to date and a 



 

 

premium customer experience. 
 
Reporting on social media insights and making continuous improvements. 
 
Social Media  
 
Scheduling social media content & gathering usage statistics from Social media 
management tools to show exposure and engagement and create improved engagement 
plans and content on a variety of channels. 

Help support the Customer Service team and rest of the business with social media content 
best practice recommendations. 

Use of paid advertising and current social media tools to make content targeted and most 
effective. 

Digital content creation 

Work with suppliers to create video, providing storyboards, creative concepts and project 
plans. 

 

KNOWLEDGE/SKILLS/EXPERIENCE/PHYSICAL REQUIREMENTS 

Essential 

 Expertise in editing, writing and managing content for the 
web 

 Expertise in using CMS systems such as Umbraco 

 Expertise in working with suppliers to create content 

 Expertise in social media marketing and communications 

 Experience of using google analytics or other reporting tools 

 Experience of using website audit software or tools to drive 
continuous improvement. 

 Experience in using software like Photoshop/Indesign/adobe 
Pro 

 Drive, determination and self-start attitude 

 Excellent communication skills both written and verbal 

 Strong organisational and admin abilities 

 Excellent customer service and leadership skills to work 
closely with business members  

 Accuracy and attention to detail 

 
Orbit is an Equal Opportunities Employer and all staff are required to read and 
adhere to Group and local policies and procedures relating to Equality and Diversity 
 
Orbit requires all employees to read and adhere to Health and Safety policies and 
procedures 
 
Orbit requires all employees to read and adhere to all Orbit policies and procedures 
and Standing Orders.   
 
 

 

 

 

 


