
The Alder Hey Charity 
 

Job Title:  
 

Digital Communications Officer 

Reporting To: 
 

Communications and PR Manager  

Also accountable to: 
 

Head of Charity Marketing 

Grade: 
 

 

Salary: 
 

£25,000 to £27,000  

Hours: 
 

37.5 hours per week 

 

Job Summary: 
 

 Provide digital expertise within the Communications Team for Alder Hey 
Children’s Hospital and Charity 

Main Duties/Tasks 
 

1. To manage the websites for both the Charity and the Trust, liaising 
with digital agencies and taking responsibility for the content 
management system, ongoing web design and development, ensuring  
the websites are aligned to the Trust’s values and Charity campaigns. 
Ensuring the sites remain updated, refreshed and that they reflect 
each brand footprint.  

 
2. Develop and implement a digital plan for Alder Hey that delivers 

increased, effective engagement with audiences  
 

3. Co-ordinate and supervise the uploading of content to the website by 
other trained users. 

 
4. Implement and plan social media activity to increase engagement 

with external audiences, donors and supporters  
 

5. Provide guidance to internal audiences on the best approach to 
engagement via official Alder Hey social media channels, operating 
within the agreed guidance. 

 
6. Creating and managing content for a variety of digital channels and 

engaging with audiences. This includes content publishing schedules, 
community activity management, managing the digital elements of 
fundraising/awareness campaigns and day to day content creation 
including writing, photography, video production and image editing. 

 
7. Working with the Senior Management Team, contributing to the 

strategic direction for digital communications. This could include 
advising on paid tactics and delivering paid activity during fundraising 
campaigns e.g. Facebook advertising. 

 
8. Working with digital marketing agencies, utilising SEO and Google 

Analytics to optimise the presence of the Charity and Trust whilst 



simultaneously delivering marketing campaigns, researching trends 
and delivering results/feedback. Consistently seeking new 
opportunities that will drive relevant traffic to the sites. Curating 
relevant content. 

 
9. Production of monthly e-newsletter to donors and sponsors.  

 
10. Monitoring web performance and raising any technical issues with 

the web hosting company. Assist with testing new functionality on 
the websites, ensuring a clear and smooth customer journey. Work 
effectively with the CMS. 

 
11.  Preparing detailed web performance and digital communications 

reports as and when required. 
 
12. Undertake other duties which may be designated from time to time 

by the Senior Management Team to achieve the Charity’s objectives, 
including representing the department on occasions, functions, and 
events as required. 

 

Other:  Ability to work occasional out of hours is a necessary part of this role. 
 

This job description is an outline of the role and function, it is not intended to be specific for all tasks. This post 
will be subject to enhanced disclosure checks with the Disclosure and Barring Service (DBS).  Please read 
information about DBS disclosures.  Further information is available at 
https://www.gov.uk/government/organisations/disclosure-and-barring-service 
Content and reporting arrangements may be reviewed and subsequently changed. 
 

 

 
 



The Alder Hey Charity 
 

PERSON SPECIFICATION:  DIGITAL COMMUNICATIONS 
OFFICER 

 

CRITERIA WEIGHTING 

Experience   

 
Minimum of 2 years demonstrable experience of website 
editing/management and using content management 
systems such as Wordpress, Umbreco and Concrete 5.  
 

 
Essential 

 
Minimum of 2 years’ experience of managing social media 
campaigns. 
 

 
Essential 

 
 Knowledge of SEO techniques and best practice 
 

 
Essential 

Experience of producing digital communications reports 
using Google Analytics and social media software 

Essential 

 
Experience of designing promotional materials and good 
knowledge of packages such as Photoshop and InDesign 
 

 
Essential 

Knowledge of HTML and CSS Desirable 

Experience of working with external agencies Essential 

Knowledge of General Data Protection Regulation (GDPR) 
and how it impacts digital communications 

Desirable 

 
Experience of working in a fundraising or busy 
communications department would be advantageous 
 
 

 
Desirable 

Skills  

 
 

 
Essential 

 
Technical knowledge of how websites work, how they are 
hosted and the techniques that support them.  

 
Essential 

Ability to identify new digital tools to increase efficiency, 
engagement etc. 

Desirable 

Ability to  provide technical support and training to 
colleagues 

Essential 

 
Clear, concise and creative written communication skills 
across online platforms including webpages, blogs and 
social media  

 

 
Essential 



Ability to use digital and social platforms to analyse, profile 
and develop audiences 

Desirable 

 
Good analytical and problem solving skills  
 
 

 
Essential 

 
Capable of working in a team-based environment. 
 

 
Essential 

Commitment to personal development; staying abreast of 
new digital platforms, tools and techniques and advising 
how they could be implemented 

Essential 

Other  

 
Demonstrate a flexible approach to work, including some 
evening and weekend duties and a willingness to undertake 
travel throughout the region when required. 
 

 
Essential 

 
A degree or other qualification in digital marketing or 
communications. 

 
Essential  

 

 
A passion for all digital media 
 

 
Essential 

 

 
Positive outlook and ‘can do’ attitude 
 

 
Essential 

 

 
 


