
 
 

   

 

  
Job Description  

 

Job title Web Communication Executive 

Department Marketing, Communications and Insight (MCI) 

Grade FA5 

 
 

Job purpose (a 
brief summary 
of the role) 

The Web Communication Executive works as part of an expert team to support the creation, 
management, and maintenance of defined portfolio of web pages. Taking the lead on web 
development, this role is responsible for ensuring these pages are accessible and compliant, 
whilst providing an excellent experience for our users supporting defined objectives. The Web 
Communications Executive also manages and maintains strong relationships with multiple 
stakeholders across multi-functional teams within the University and works collaboratively. 
 

Duties and 
responsibilities 

Design and implement digital (web) projects from start to finish with the ability to identify and 
solve business and user problems and implement solutions, working effectively with technical 
members of the MCI team and IDG. 
 
As part of a wider team, supporting the development, creation and maintenance of a defined 
portfolio of web projects, initiatives and pages for either academic departments (defined 
portfolio) or in support of MCI projects as planned and defined by senior colleagues. 
Experienced in using analytic software, insights, and data to produce regular or one off, 
informative, reports that shape the digital presence of our key pages.  
 
Work closely with the key individuals across MCI, specifically the UX team, and key identified 
business users/subject matter experts to understand user needs and set goals for web pages, 
creating effective online experiences that encourage target audiences to find out more about 
us in support of business objectives (this could be for example for prospective students to find 
out more about us as a place of study). To test this user insight, working in conjunction with the 
research and insight team.  
 
Work closely with the UX team to constantly improve the flow of users through the university's 
digital platforms. Proactively seek out digital trends and problems in performance or UX 
approach and work with marketing to solve these problems to ensure an effective journey. 
 
Ensure that all digital pages, assets, and content are accessible in line with the University's 
requirements, and compliant with UK GDPR laws. 
 
Assist in the production and maintenance of other web pages across the university's digital 
portfolio as necessary. 
 
Working across MCI, proactively contributing to and shaping marketing & communications 
projects and campaigns to support strategic objectives using an assigned budget and 
motivating and developing cross-functional teams to deliver results. 
 

  



   

 

   

 

 

Person Specification 
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications 
required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) 
Interview, (d) Presentation.  

 

Essential 
Criterion No. 

Essential Criterion Description  Measured by 

E1 Educated to degree level or demonstrable relevant experience. A 

E2 Professional experience in a relevant role.  A & C 

E3 Experience of working across a range of content management systems (CMS). A & C 

E4 Experience of creating and curating content with search engine optimisation 
(SEO) and page goals in mind. 

A,C & D 

E5 Demonstrable high-quality written and verbal communication. A & C 

E6 Experience of working on websites, updating pages and being expert in 
knowing what copy and layout work to support user needs and business 
objectives. 

A,C & D 

E7 Experience of working with UX experts, and knowing how and when to use 
their expertise and insight. 

A & C 

E8 Excellent copy writing skills. A & C 

E9 Excellent understanding of web accessibility and UK GDPR. A,C & D 

E10 Analytics software and report generation. A,C & D 

E11 Understanding of HTML/CSS coding. A & C 

E12 Experience collaborating with a wide range of stakeholders to deliver quality 
products. 

A,C & D 

E13 Basic image editing skills. A & C 

E14 Be flexible and adaptable to evolving ways of working. A & C 

 
 

Desirable 
Criterion No. 

Desirable Criterion Description  Measured by 

D1 Professional Qualification(s) in digital marketing/related subject or working 
towards one desirable. 

A 

D2 Professional experience within higher education is preferable. A 

 


