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Position Title:

Copywriter
Position Number:
TBC
Group / Office:

Marketing & Communications
Tenure:


Fixed term, 12 months
Full Time Equivalent:
Full Time 1.0 FTE
Classification:

VicHealth <Grade D (+ Superannuation)

Location:

15-31 Pelham Street Carlton 3053

Reports to:

Manager, Social Marketing
Further information:
Introducing VicHealth www.vichealth.vic.gov.au
 
About The Victorian Health Promotion Foundation (VicHealth)
A world-first health promotion foundation, VicHealth focuses on promoting good health and preventing chronic disease. We pinpoint and prevent the negative influences of ill health and champion the positive influences of good health. Our pioneering work includes creating and funding world-class interventions;  conducting vital research to advance Victoria’s population health; producing and supporting public campaigns to promote a healthier Victoria; and providing transformational expertise and insights to government. We work with all levels of government, across political parties and communities, and a range of sectors across health, sports, research, education, the arts and media.
VicHealth takes pride in being an equal opportunity employer championing equity and diversity in the workplace. 

Purpose of the role 

The Copywriter supports and contributes to the health promotion capacity of VicHealth by:

· Contributing to the writing, editing, and proofing of content for all digital publications, platforms and channels
· Developing and implementing content strategies and plans that support the communication of VicHealth’s role, its work and its programs/projects

· Leading the management of the VicHealth EDMs including planning content, copywriting, building and analysis of data
· Managing the analysis of content performance across publications, platforms and channels, identifying trends and areas for development
The Copywriter has a close working relationship with the Manager, Social Marketing, and other Marketing & Communications (M&C) employees and is expected to develop and nurture excellent relationships across program units and key external stakeholders, including staff in government departments and agencies. In order to achieve this, the person in this role must be able to provide efficient and effective liaison; maintain relationships with stakeholders; and represent VicHealth in a professional manner at stakeholder events.

Scope of the role

	Financial  
	As per VicHealth Delegation Policy

	People 
	None


Main Role Responsibilities

	Functions
	Activities

	Content creation
	· Respond to and interrogate briefs from program areas, providing expert communications advice regarding the most effective content strategy and approach

· Plan, write, edit and proof content, ensuring content is accurate, consistent, engaging and audience-focused 

· Plan, write, edit and proof content for multiple formats, including print, digital and social as well as for use at events 

· Plan, write, edit and proof content for video, audio and visual materials, including video treatments, scripts and storyboards, audio scripts, infographic copy elements and image captions

· Review content and address relevant content issues through expert recommendations and implementation

· Support the Online Coordinator to update and maintain content across various VicHealth websites, with a focus on SEO and keyword management
· Ensuring all written content is on-brand and best placed to promote our key messages

· Implement, track and measure digital marketing materials, with a goal to increase engagement

	Content growth and evaluation
	· Manage VicHealth EDMs – including planning content, composing emails aimed at different stakeholder groups, building, coding and sending emails, and adding/unsubscribing recipients when needed

· Analysing data (open rate, click through rates etc) and reporting on results, with recommendations to inform future planning

· Work with Online Coordinator to utilise various analytics platforms and social reports as a means of contributing to content ideas and strategy

· Review and understand data insights related to content performance

· Create new solutions and measure results (e.g. A/B testing), and learn from both successes and failures, responding quickly with adjustments to messaging

· Identify and share trending and relevant content pieces with the content team to strengthen VicHealth’s content offering

	User experience
	· Working closely with M&C staff and using data and analytics, improve user experience of VicHealth through written content, using tone/voice/style aligned to VicHealth’s brand guidelines, ensuring accuracy and appropriateness to audiences

· Provide expert advice and guidance to internal stakeholders regarding VicHealth’s language, style and brand guidelines
· Be abreast with new developments and innovations in the digital sphere, and how they can be used to improve the user journey

	Project Management
	· Ensure projects are delivered on time, to budget and with quality outputs

· Develop frameworks to minimize content creation time and maximise cross-channel convergence and reach

· Monitor and report on progress of projects recognising barriers and risks, and finding effective solutions

	Teamwork
	Contributes to the development of a highly effective team by:

· Working collaboratively across the organisation

· Sharing knowledge and experiences
· Participating and contributing in team meetings, strategic and corporate planning meetings, team work plans and relevant cross unit working groups.
· Applying work practices and approaches consistent with established VicHealth processes, and identifying opportunities for development

· Identification of potential opportunities for innovation and improving the efficiency and effectiveness of VicHealth’s operations

	Equity and Diversity
	· Contribute to maintaining an environment where differences are valued, encouraged and supported
· Maintain VicHealth’s ideals of cultural diversity in the workplace at all times

	Governance, Risk,  Behaviour & Conduct
	 Act in accordance with:
· The Code of Conduct for Victorian Public Sector Employees as detailed in the Public Administration Act 2004
· VicHealth Policy, Procedure and Values as outlined on the VicHealth intranet

	Occupational Health and Safety
	· Takes reasonable care at all times for their own health and safety and that of others who may be affected by their conduct
· Is responsible at all times for maintaining a safe and healthy work environment for all


Key Selection Criteria (Knowledge, experience and skills)

	Qualifications and experience
	· Tertiary qualifications in Communications, Marketing or Public Relations or similar area

· At least 3 years’ experience working across the full spectrum of a digital role with a particular focus on content management and email marketing 
· Experience working within the public health, not-for-profit or government sectors preferred

	Technical skills
	· Solid understanding and experience in creative and production processes across print, digital and social
· Excellent knowledge of layouts and design fundamentals and how this influences copy
· Experience working with a Content Management System and updating web content

· Strong understanding of SEO and proven experience of implementing best practice

· Experience building edms particularly in MailChimp 
· Experience understanding analytics and A/B testing and using insights to shape content and drive traffic
· Solid grasp of HTML and CSS

	Written Communication Skills
	· Structures written communications effectively to achieve their purpose, conveys ideas and information in a clear way, with a strong understanding of the information needs of target audiences

· Demonstrates excellent attention to detail

· Communicates technical issues and ideas in plain English, and listens for feedback

· Uses audience feedback to refine communication and ensure communications are understood

	Monitoring and Reporting
	· Able to identify and monitor current trends in social media, digital and mobile technologies

· Strong understanding of reporting requirements appropriate for various purposes (management reports, campaign evaluation, Board presentations)
· Identifies potential problems/trends through thorough analysis

· Uses appropriate tools for analysing various types of data

	Time Management
	· Efficiently scopes out, prioritises and follows through tasks that are necessary to get the job done on time

· Shifts priorities as needed

· Strives to deliver outcomes in a timely manner

	Builds and utilises stakeholder relationships
	· Facilitates cooperation and partnerships

· Values individual differences and diversity

· Develops and maintains strong, positive partner, stakeholder and supplier relationships both internally and externally
· Identifies and manages a range of complex and often competing needs

· Uses understanding of the stakeholder to ensure outcomes are achieved

· Finds innovative solutions to resolve issues

· Builds trust through consistent actions, values and communication

· Keeps stakeholders up to date with issues and developments

· Constructively deals with stakeholder issues


This position description was created/ updated on 28/06/2019 and is a guide to the role and responsibilities that are required of this position as of this date. Other duties may be required to be undertaken from time to time. This position may involve limited work related travel to visit other stakeholders or attending conferences, including working from locations other than the VicHealth office. Additionally occasional work outside core business hours may be required.
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