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Digital Content Developer and Communications Advisor
	Classification
	VPSG 4 ($84,019 - $95,329 plus superannuation)

	Employment Status
	[bookmark: _GoBack]Fixed Term (12 months) Full -Time

	Business Unit
	Corporate

	Reports to
	Senior Manager, Communications and Education 

	Location 
	Level 34, 121 Exhibition Street, Melbourne 

	Position contact
	Simone Martin – 8684 7585 



	Office of the Victorian Information Commissioner 

	The Office of the Victorian Information Commissioner (OVIC) was established in September 2017 under the Freedom of Information Amendment (Office of the Victorian Information Commissioner) Act 2017. 
OVIC is an independent regulator with combined oversight of information access, information privacy and data protection. Our goal is to embed in the Victorian public sector a culture that promotes fair public access to information while ensuring its proper use and protection. We aim to build community trust in government’s handling of information. 



	Role

	Reporting to the Senior Manager of Communications and Education, the Digital Content Developer and Communications Advisor is responsible for OVIC’s external Victorian Public Sector agency and public facing communications. This involves developing content and working with OVIC’s business units to keep stakeholders informed about OVIC’s role by developing communication products, including agency guidance publications, e-newsletters, speeches, digital content (intranet, website and social media) and communications campaigns. You will work closely with colleagues and business units to ensure that our communication is timely, accessible, engaging and aligned to OVIC’s strategic priorities. 
The Digital Content Developer and Communications Advisor is also responsible for all aspects of external content development and publishing. This role would suit an individual who has a background in digital content generation through collaboration with subject matter experts in a legislative or regulatory environment. You will enjoy the challenge of being involved in all agency digital communications while successfully managing multiple communications projects and internal stakeholders.



	Key accountabilities / Duties 

	1. Ensure consistency across the OVIC’s internal and external communications products and materials by acting as the custodian of OVIC’s writing and brand style guides, and providing advice to business units.
2. Co-ordinate and partner with business units across OVIC to contribute content for publications, eLearning modules and face to face training programs, the monthly bulletin, and communications material, including blogs, speeches, presentations, reports and newsletters - including sourcing content, writing and editing, and supervising layout, proofing, and distribution.
3. Experience in scoping, investigating and publishing plans to ensure ongoing content integrity
4. Develop content for OVIC’s social media accounts, including sourcing content for business units, scheduling content, and providing weekly reports.  
5. Oversee OVIC’s intranet to ensure relevant and up to date content and policies are available. 
6. Manage website content updates by drafting, editing, approving and publishing business unit and corporate content. Ensure web content and templates are Whole of Victorian Government standards, including Web Content Accessibility Guidelines (WCAG) 2.0 AA compliant. Recommend functional changes to the site to meet business needs and continually improve the user experience.
7. Lead the development, implementation and evaluation of specific communications campaigns to appropriate audiences.
8. Act as an adviser to subject matter experts, assisting them to increase the effectiveness and professional presentation of OVIC’s communications products for agencies and the public.
9. Prepare written and dashboard reports on the effectiveness of communications activities, website and project work to continuously improve to reflect best practice and industry trends and ensure program objectives are achieved.



	Key selection criteria 

	Technical expertise 
	· Demonstrated experience in developing and editing content for communication materials including web, social media, intranet, digital, educational environments
· Expertise and demonstrated experience and proficiency in MS office suite, CMS experience in Wordpress, social media analytics and scheduling, Mailchimp and Adobe Suite skills

	Knowledge and skills 
	Written communication
· Translates complex legal and policy concepts in to easily understand and web accessible information and guidance materials using clear, concise and grammatically correct language. Edits written communications in plain English to ensure they contain the information necessary to achieve their purpose and meet audience needs. Ensures appropriate style and formats are used. Has a deep appreciation of multiple audiences and how written materials may be interpreted along with outstanding attention to detail. 
Verbal Communication
· Builds effective relationships with a diverse range of stakeholders and confidently argues complex concepts, negotiating with tact and diplomacy on difficult issues.
Interpersonal Skills
· Builds strong relationships and develops an understanding of others in order to motivate them and confidently address conflict situations.
Influence and Negotiation
· Gains respect from stakeholders, based on expertise, using effective negotiation techniques to motivate others and plan, negotiate and implement projects based on underlying trust to achieve objectives.
Problem Solving
· Uses specialist knowledge and expertise to address complex problems, gathering relevant information and generating and testing a range of solutions and outcomes.
Planning and Organising
· Puts a high priority on accomplishment and attaining results. Identifies processes, tasks and resources required to achieve a goal. Distinguishes between the more and less critical activities and operates accordingly, reviewing and adjusting as required. Uses systems and procedures to guide work and track progress. Recognises barriers and finds effective ways to deal with them.
Stakeholder Management
· Assists and contributes to the development and implementation of stakeholder initiatives, creates lasting relationships with stakeholder groups, and partners with stakeholders to broker shared solutions in new areas.
Service Excellence
· Builds strong customer relationships based on superior service, plans and implements service improvement initiatives and effectively addresses service issues, and fosters a collaborative team spirit focused on service delivery.

	Personal qualities 
	Conceptual and Analytical Ability
· Uses conceptual thinking and sound analytical approaches to support decision making in the work area.
Creativity and Innovation
· Designs and implements new or cutting-edge programs and processes, and develops new insights into situations, applying innovative solutions to make improvements in the work area.
Service Excellence
· Upholds high standards.
· Focused on meeting commitments.
· Dedicated to improving outcomes for applicants and diverse key stakeholders.
Ensures services deliver public value Initiative and Accountability
· Takes responsibility for actions and proactively implements work plan and addresses issues.
Relationship Building
· Acts confidently to quickly build rapport with others and provide a sound basis for productive relationships based on mutual trust and respect.



	Qualifications and experience

	Desirable
3 + years’ experience in a web publishing environment, awareness of working within an Agile project management style and experience in desktop publishing
A relevant tertiary qualification or extensive demonstrated experience would be highly regarded
Ability to acquire knowledge of the FOI Act and the PDP Act



	Important information

	The salary range for this position is set out in Schedule B of the Victorian Public Service Enterprise Agreement 2016. 
OVIC is committed to providing and maintaining a working environment which is safe and without risk to the health of its employees.
OVIC has a mission to safeguard Victorians’ information and support information innovation. In this role, you will have access to sensitive or security classified information. As a regulator, it is expected that this office and its staff are held to the highest standards, and as such, it is expected that you will occupy the role in a manner that withstands scrutiny, is ethical, lawful and fair.
Your employment with OVIC is pursuant to the Public Administration Act 2004 and the relevant provisions of the Victorian Public Service Enterprise Agreement 2016.
To be considered for this role, you must be an Australian citizen.
All appointments to the office of the Information Commissioner are subject to employment screening. This position requires baseline security clearance which includes but is not limited to:
•	Identity proofing (in accordance with the National Identity Proofing Guidelines)
•	Resume checks 
•	Character references (including employment references checking for a minimum of five years consecutive years prior to the application, confirmation on dates of employment and positions held)
•	Police records checks (national criminal record check – including name and fingerprints as required)
•	Where appropriate, directorship search via ASIC. 
All appointments to the office are also subject to periodic rescreening as required, across the lifecycle of the engagement.
The position description is indicative of the initial expectation of the role and subject to changes to OVIC’s goals and priorities, activities or focus of the job.
Travel may be required for this role. An Australian drivers licence is required for this position, due to the potential need to drive a Victorian Government Fleet Car. 
Please visit the office of the OVIC website (www.ovic.vic.gov.au) for important information on:
· The OVIC mission
· Our Organisational Values
· Privacy – how we use your information
· Health and Safety
· Data Protection publications
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