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Role: Digital Assistant 

Reports to: Head of Communications and Digital 

Hours: 37 hours per week 

Purpose of the role:  To provide day-to-day support and assistance to ensure the smooth 
running of the JFSC’s intranet, websites and social media channels. To 
assist with managing, editing and creating accessible, digital content, and  
preparing and running user research to ensure both internal and external 
platforms are designed around the user.  

Key deliverables and accountabilities: 

› Assists with writing, formatting, uploading and editing content for the JFSC website, in line with 
web standards and our JFSC style guidelines 

› Updates our style guide with new or revised standards 
› Fixes any errors identified by our website auditing tool 
› Creates accessible documents and digital media 
› Ensures that our sites follow and adhere to accessibility standards and guidelines 
› Monitors traffic and behaviour through web analytics and responds to trends 
› Provides support to the Communications team for sourcing, creating, editing and uploading 

images for social media and publications 
› Produces fast, compelling digital content for use across all digital media 
› Organises user research sessions and documents and analyses the results of the sessions 
› Identifies and engages with users and stakeholders to collate user needs  
› Produces creative and innovative presentations and content for internal and external use at JFSC 

and third party events  
› Assists in the uploading or archiving of content on our intranet 
› Adds new events to event management booking websites and looks after event related enquiries 
› Responds to or manages queries that come via our website 
› Performs any other reasonable duties as directed. 

 

Critical competencies: 

› Achieving Excellence  (Foundation) 
› Communicating Effectively  (Foundation) 
› Customer Focus (Intermediate) 
› Planning and Organising  (Foundation) 
› Problem Solving (Foundation) 
› Reliability (Foundation) 
› Results orientated (Foundation) 

 

Knowledge and experience:  

› Experience using web content management systems (including Umbraco, WordPress) 
› Experience of writing for the customer - desirable but not essential 
› Experience of using Google Analytics – desirable but not essential  
› Knowledge of IT applications and systems (including Microsoft Office products e.g. Word, 

PowerPoint, Microsoft SharePoint)  
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› Experience in digital communications, including LinkedIn, Twitter, Facebook, Instagram   
› Knowledge of and experience using Canva, PowToon, Eventbrite, Vimeo, Illustrator, Photoshop, 

Trello - desirable but not essential 
› Understanding of search engine optimisation (SEO) 
› Understanding of the diversity of users and the need to make online services accessible and 

usable for everyone 
› Some understanding of user research methodology. 

 

Other significant role requirements:  

› Excellent written and verbal communication skills 
› Excellent grammar and spelling 
› Highly organised with attention to detail 
› Ability to work as part of a team, while being self-motivated and able to work on own initiative 
› Ability to prioritise multiple tasks effectively and in a high-pressured environment  
› Creative and flexible approach to work. 

 
 

 

 

 

 

 

 

 

  


