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Webmaster UK&I







	Function:
	Brand & Communications 

	Position:  
	Webmaster UK&I 

	Job holder:
	

	Date (in job since):
	 

	Immediate manager 
(N+1 Job title and name):
	PR & Campaigns Director UK&I

	Additional reporting line to:
	Regional Marketing Director UK&I

	Position location:
	MediaCityUK Salford, Greater Manchester/ Hybrid 

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	
 Strategic website management/development: 

· To be the single point of contact for the websites in UK&I, taking editorial control, ensuring one tone of voice across sites   
· Holistic management, development and maintenance of the Sodexo UK and IOI websites – responsible for quality and performance across both websites 
· Strategic leadership and continuous improvement of the websites – constantly assessing and refining user journey, user experience, content and SEO to improve commercial performance, delivering on a variety of business objectives aligned with industry best practice
· Senior stakeholder management, including Regional Marketing Director and Marketing Managers to ensure their content requests are captured, created and align with the overall look and feel of the websites 
· Problem-solving and strategic thinking 
· Ongoing responsibility for content management – ensuring content is fresh, accessible, searchable, intuitive and timely. Working closely with the PR & Campaigns team and Content Hub to ensure new content is being created as required to optimise performance. 
· Tracking and reporting performance, providing value-adding analysis and insights. In-turn, evolving the solutions within the Sitecore suite of products deliver best-in-class output
· Subject matter expert, providing ongoing updates on best practice, trends and competitor/industry leader website activity/developments 
· Understand and act on knowledge of the wider digital space e.g. SEO and channel-driven traffic. Working closely with the Social Media Manager to leverage and optimise cross-channel opportunities  
· Use both creative and technical expertise to ensure website and internal communications channels attract, capture and inspire audiences. 
· Troubleshoot technical errors, establishing mechanisms and governance to enable the wider professional family to activate solutions in a compliant manner.
· Strategic leadership and guidance on internal channels to demonstrate areas for efficiency and improvement.



	


	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Financial
Staff
Other
	
Staff: This role currently does not have line management responsibilities.
Staff: This role will be responsible for providing training to upskill editors and team members across Sodexo
Financial: This role will not have budget management responsibilities.  
Financial: This role will be responsible for ensuring necessary licenses are held and that cost changes are reported to line manager at earliest opportunity. 






	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	



	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· Large, complex business structure with multiple stakeholders 
· Close collaboration with Regional Marketing, Group Digital Marketing and Segment Marketing to ensure a thorough understanding of lead generation objectives, how these are supported through the website and how these can be complementary to other website objectives. 
· It is necessary to ensure the website (and all SiteCore products within region) complies with Group templates, standards and policies.  
· All content on the website must be accessible for those with disabilities or impairments. 
· Challenge of limited IS&T resource.
· Necessity to work within a number of different sets of brand guidelines for different parts of the business and sub-brands, while ensuring a logical and smooth user experience 



	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	

· To be the single point of contact for the websites 
· Overarching responsibility for ensuring quality content, performance, UX and reporting across the whole website is optimal – continuously reviewing, testing and improving – knowing the website inside and out   
· To apply fresh thinking to the website content – acting as a critical friend to stakeholders to ensure that while they get what they want on the website, this is not to the detriment of its performance or UX, and does not contravene Group guidelines 
· To conduct user research and A/B testing, and source feedback – acting on the insights to improve the websites’ usability and accessibility
· Ensuring alignment with Group Digital Marketing strategy and developments.   
· Working with senior stakeholders to manage expectations and guide them through complex decisions 
· Working closely with Content Hub to ensure the right content is being produced for the website and that new, innovative options are being considered and explored
· Ensuring that the website delivers on various objectives including business growth, talent attraction and bringing to life our differentiators
· SEO optimisation – potentially working with additional freelance support 
· The website operates in zones – this role will be responsible for developing better connectivity between the zones to make the website feel more harmonious and improve the user journey 
· Ensure content is well-indexed in Google 
· Develop an editorial process specifically for the websites, ensuring ongoing engagement with all stakeholders/representatives and regularly refreshed content – e.g. setting up and leading a monthly meeting with key individuals 
· Ensure the websites comply with legal and regulatory requirements such as data protection and accessibility standards 
· Ensure all Sitecore products, and other digital products within the internal channel matrix have adequate support, development and performance which aligns to best-practice applied to the website products. (Including data and reporting protocol.)

Continuous improvement    

· Stay up to date with relevant news, trends and developments to be in a position to recommend improvements, new approaches and techniques, while remaining within the guidance from Group
· As the most senior digital colleague within the Brand & Communications function participation in regional and global editorial committees to stay on top of Regional and Group plans and understand where new initiatives can be introduced/contributed to in region is expected

Reporting and administration

· Organise and lead bi-weekly calls with those accountable for each section of the website (per the RACI)  
· Set ambitious KPIs for the channels and report monthly on performance against these on a regular basis – sometimes ad hoc reporting will also be required
· Reporting should include value-adding analysis and insights enabling us to make intelligent choices for ongoing builds/changes based on data 
· Understand what good looks like in the wider corporate world and that we are working towards widely accepted benchmarks, rather than just aiming to improve on our own previous performance 
· Support business continuity by ensuring all platforms are accessible by other appropriate parties and that workload is efficiently handed over during absences
· Work closely with other members of the team to produce consolidated reporting on campaigns and other integrated activity.

Security and business continuity 

· Ensure site security and understand role and activation with Business Continuity and crisis management plans. 


	



	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· A website and internal channels that are fresh, easy to navigate, engaging, informative, on-brand, up to date and look great
· A website that delivers on key objectives for all stakeholders and meets all KPIs 
· Best in class, optimised channels externally and internally that meet all KPIs 
· Quality reporting with insightful analysis that enables us to make intelligent data driven decisions for the future   



	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	
· Track record of corporate website leadership as single or first point of contact 
· Website subject matter expert
· Previous and recent demonstrable experience in a similar corporate role managing at an equivalent scale
· Able to demonstrate leadership in use of content management and digital asset management systems, with varied experience and able to intuitively adapt to new systems or tech stacks.
· [bookmark: _Hlk152768549]Extended experience in the use of different CMS tools (eg: Sitecore, Drupal, Sharepoint)
· Good knowledge on Digital Marketing, SEO, accessibility, UX design and analytics 
· Ability to work with tools and methodology (Agile) adapted to the digital environment
· Passionate about digital trends
· Excellent stakeholder management skills, honed in a large and/or complex environment
· Able to align and deliver on multiple objectives  
· Enthusiastic, full of ideas and equipped to drive continuous improvement  
· While this is not a line management role, influential leadership and project management skills are essential as this person will be expected to be confident to take charge at times 
· Analytical and curious 
· An eye for detail 
· Strong communication, writing and language skills.
· Well organised, reliable and thorough. 
· An enthusiastic, upbeat, positive force for good in the team 



	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	· Manages ambiguity 
	· Innovation 

	· Collaborates
	· Communicates effectively 

	· Accountability
	· Business insight

	· Drives results 
	· Optimises work processes
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