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Job Description


Key facts
	Job title:
	Digital Projects Executive
	Location:
	High Wycombe

	Business:
	Head Office
	Report to:
	Digital Manager


The purpose of the role

· A new role is being created to help deliver effective and innovative digital solutions to improve the customer experience across mobile, tablet and desktop.  This role will help define digital systems and features that meet our customers’ needs and help set the priority to deliver them. 
Key activities: What you will do

· A number of exciting digital projects are planned for 2016 – you will be allocated one or more of these to help manage (with support from the Digital Manager and the wider Sales and Marketing team)
· Work with other areas of the business to gather requirements, analyse them and write up specifications.
· Working with a number of our agencies and suppliers, you will build upon these specifications to launch systems for use within the business or by customers.

· Help analyse the performance of the website and generate ideas to improve both the customer experience and the lead generation potential of the site.
· Support the rest of the Sales and Marketing team across areas such as social media, property portal advertising, PPC, email, video and other forms of digital marketing.

· Provide support and training to the wider business on the website CMS and new systems or updates.

Primary network: who you will work with 
	Internal:
	Digital Manager

Head of Marketing

Marketing Executives
Sales and Marketing Director
Regional Marketing teams

IT team

	External:
	External Agencies
Portals




Key result areas: what your performance will be measured against

Listed below are some of the primary measures of performance:
· Delivering projects on time and within agreed budget.
· Generating an improvement in performance of the website and other digital marketing areas.
Role scope: your level of autonomy
· High levels of self-management within the targets set by the Digital Manager.
Other requirements

· Knowledge and understanding of web and mobile technologies and how they can be applied
· Knowledge of Google Analytics, Google Adwords and other popular digital tools

· Knowledge of software development lifecycles and methodologies 
· Previous use or awareness of CMS and CRM systems would be beneficial

· Time management

· Technical documentation - writing and maintenance
· Project initiation, management and status reporting
· Experience of testing systems or websites
· Managing change requests and technical briefs

· Excellent written and verbal communication skills
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