

Ref: I/C 04/25

NI INTERCHANGE SCHEME
Hosting Opportunity Proforma

    Name of Host  

    Organisation

1.  Interchange Manager’s details


             Name

     Organisation/

        Department


              Address


         Telephone                                               
Fax number

             Number

               

               E-mail


Type of Opportunity

2.  Details of hosting opportunity


      Description of opportunity

Main objectives of the opportunity


Skills requirements

              What qualities, skills and experience is required from the individual


4.  Personnel: Please state below

         Who will the individual report to? 


         Who will be the individual’s line manager and/or reporting officer?


5.  Transfer of learning
     Please give details of how the Opportunity will benefit your organisation, the 

     individual and their organisation.


6.  Logistics

     Please provide details of the likely start date, duration, location, resources (i.e.;

     desk, PC, fax etc.) and funding arrangements for the opportunity.


7.  Endorsement

     Interchange Manager


     Signed


       Date

Appendix 1 
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DIGITAL CONTENT OFFICER 

PERSON SPECIFICATION

Are you the right person for the job?

You will be assessed on your ability to demonstrate the following key attributes.  Within the context of the responsibilities of the job set out in the job description, the ideal candidate will be someone who can demonstrate the following:

	Essential Criteria

	Key attributes
	Criteria
	How assessed

	 
	 
	Application
	Interview

	1. Education
	Educated to degree level or equivalent.*
	√
	

	2. Experience
	Two years full-time experience gained within the last four years in a similar role.
	√  
	√

	3. Website Content Administration
	Ability to demonstrate experience in management of website content.  This must include:
	√
	√

	3a. Experience of gathering information, in a range of formats and experience in managing and prioritising workloads to ensure that website content is presented in accordance with a content management system;
	√
	√

	3b. Experience in managing content across a wide range of digital platforms, social networks and online communities;
	√
	√

	3c. Evidence of high level IT skills and experience of using, updating and troubleshooting Microsoft based systems (Windows, Office etc.) with proven practical experience of extracting and presenting information from databases, management information systems and online monitoring and measuring tools; 
	√
	√

	3d. Experience of producing reports on website usage for a range of audiences and experience of working with people at all levels inside and outside the organisation; 
	√
	√

	3e. A clear understanding of the legislation and statutory requirements on GDPR for the Arts Council as public body;
	√
	√

	3f. A knowledge of accessibility regulations for published content online (We have a handbook and training can be provided).
	√
	√



	4. Digital Content Creation
	Ability to demonstrate experience in the creation of digital content.  This must include:
	√
	

	a. Experience and evidence of short film/video production for use on digital channels, including experience in the use of photo and video editing software, for example Photoshop, Canva, Premiere Pro and Final Cut;
	√
	√

	b. Evidence of producing successful online PR content including the use of photography and evidence of good quality copy-writing ability;
	√
	√

	c. Ability to learn new technical skills quickly and train others as appropriate.
	√
	√

	5. MOBILITY:  Willing and able to travel both inside and outside Northern Ireland and
Have access to form of transport so as to undertake the full duties of the post.
	√

√
	

	Desirable Criteria

	Key attributes
	Criteria
	How assessed

	 
	 
	Application
	Interview

	6. Knowledge and experience 
	Knowledge and experience of working with arts and local media sectors.
	              √
	          √

	7. Communications Ability
	Wider knowledge of communications.  This must include:
	
	


	7a. Excellent oral and written communications skills;
	√
	√

	7b. Experience in providing excellent customer service to a range of internal and external target audiences and stakeholders;
	√
	

	7c. Knowledge of publication and advertisement design.
	√
	


*For Relevant or Equivalent qualifications you must give: the type of qualification, awarding body and date awarded (the date awarded is the date on which you were notified of your result by the official awarding body), and what qualification you are stating it is equivalent to.  If you believe your qualification is equivalent to the one required, the onus is on you to provide the panel with details of modules studied etc so that a well-informed decision can be made.
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Secondment – until 28 February 2026 with possible extension.





DIGITAL CONTENT OFFICER  





Objective of the Post





To create, source, administrate and promote digital content for Arts Council of Northern Ireland’s (ACNI) digital channels in order to grow existing online audiences and develop new online audiences for the arts.





Scope of Responsibility





The post holder will report directly to the Communications Manager and will be responsible for the operational activities relating to the creation, sourcing and administration of digital content.  This includes the planning and delivery of digital marketing communications activities.  














Job Description





Work with the Communications Manager to deliver the activities agreed within the Arts Council’s digital communications plan and to contribute to its future development. In addition, to complete relevant online PR activities within the corporate communications plan.





Manage and maintain a digital content editorial calendar by working with the Communications Team and others within Arts Development.


 


Take on the lead role in maintaining the ACNI website, updating and amending content using the content management system.





Research and source digital content, write and edit online PR copy to a high standard on ACNI corporate issues, on funding, client achievements and good news stories within the wider arts sector. Update existing content as requested so that relevancy and accuracy are maintained.





Source, record and edit audio and video content for use across all ACNI digital platforms using existing recording equipment and editing software. Also working, from time to time as required, with external suppliers of video and digital content and integrating/sharing content across ACNI digital channels and promoting to media.





Develop and deliver innovative email marketing campaigns and social media campaigns for integration with specific marketing communications objectives and PR activity within ACNI.





Assume editorial responsibility for social media content as and when required.





Maintain and monitor an online advertising budget – procure according to guidelines and develop online advertising campaigns for social media, video content and PPC.





Be able to integrate relevant digital marketing tools to engage with stakeholders, in particular, with funded artists, arts organisations, arts audiences, government and media: this includes sourcing blogs, providing online PR, video content, social media engagement, email marketing. 





Analyse and evaluate website and digital activity across all platforms and report to the Communications Manager regularly and to the ACNI editorial team quarterly. 





Be the initial point of contact for all digital enquiries and approve any response according to ACNI protocol.





To work collaboratively with other members of the Communications and Arts Development Teams within ACNI, to promote content and issues online. This also includes supporting activity in areas such as event management and delivery. 





Provide staff training and support on use of social media.























Essential Criteria





Educated to degree level or equivalent.





Two years full-time experience gained within the last four years in a similar role.








Full Person Specification attached in Appendix 1











Grainne McCann - Communications Manager





Grainne McCann - Communications Manager

















ACNI will benefit from new skills, experience and fresh thinking that the individual will bring to the role, as well as ensuring an important role is filled. The individual will develop a range of skills and benefit from a diverse workload and working environment, which will all contribute their own personal development. The skills and experience gained will be readily transferable to the individual’s organisation.





Start Date: February 2025 (or as soon as possible)





Duration: 1 year secondment with possible extension





Location:  Arts Council of Northern Ireland


The MAC


10 Exchange Street West


Belfast


BT1 2NJ





Salary: Salary and associated costs will be met by the Arts Council and the range is £30,721 - £31,352.  


Selection: Candidates who successfully meet the essential criteria on the basis of the information provided will be invited to an informal interview where they will be able to discuss in more detail their skills and experience. 


Closing Date: Applications must be submitted by 5.00pm on 


Friday 07 February 2025 to: 


	For NI Civil Service departmental staff only: 


�HYPERLINK "mailto:secondments@hrconnect.nigov.net"�secondments@hrconnect.nigov.net�  








	For permanent staff from all other member organisations: 


�HYPERLINK "mailto:interchangesecretariat@finance-ni.gov.uk"�interchangesecretariat@finance-ni.gov.uk� 





W Williamson





16/01/2025
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