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Digital Communications Officer – Level 4 (DPC23039)
	Division: Delivery and Policy 
	Reports to: Deputy Digital Communications Manager

	Directorate Branch: Strategic Communications Unit
	Supervises: NIL

	Location: West Perth
	OSCA Code: 



Our vision is to lead a connected government that delivers a brighter future for Western Australians. 
[bookmark: _Hlk125896025]The Department of the Premier and Cabinet (DPC) leads the public sector in providing whole-of-Government advice and support to the Premier and Cabinet in their service of the WA community. 
The Department of the Premier and Cabinet, provides quality policy and administrative advice and support to the Premier, Ministers and Government to serve the WA community. The Department plays a central role coordinating delivery off WA Government priorities: jobs, health, housing, safe and inclusive communities, environment, and infrastructure and services.
Our values, Leadership, Connection and Impact, underpin the way we work.
Our Values of Leadership, Connection and Impact, underpin the way we work and guide us as we achieve our strategic priorities. By demonstrating professionalism, courage and integrity, our collective efforts working with the public sector and throughout the community enable us to deliver high quality outcomes that improve the lives of Western Australians.
About the Directorate/Branch
The Strategic Communications Unit (SCU) provides a whole-of-government strategic communications service. The SCU develops, delivers and advises on government advertising campaigns and communications projects related to key government priorities. The SCU operates across five streams of work: campaigns (paid advertising), digital communications (web and social), internal communications and stakeholder engagement design, as well as business and governance. This unit operates in a fast-paced, flexible, and responsive environment that adapts to rapid changes whilst dealing with competing deadlines.
About the Role and Responsibilities
The Digital Communications Officer delivers digital communications projects and activities published across the WA Government website and social media channels in line with the Digital Services Content experience and accessibility standards. Responsibilities include but are not limited to the build of new websites and optimisation; social media planning and management; digital content writing, review and publishing. The role delivers effective project outcomes that meet government priorities, regularly engaging with external digital suppliers.


Strategic coordination
· Works with the digital team to execute strategic digital communications and activities to suit a range of audiences across multiple channels, including but not limited to websites, social media, and mobile applications.
· Inputs into digital communications advice to internal and external stakeholders regarding digital design (e.g., information architecture and user experience), content, Search Engine Optimisation, Search Engine Marketing, paid social media advertising, reporting and relevant market trends.
· Is aware of the broader economic, and social environment and the role it plays in strategic advice to the leadership team and to inform the content strategy across WA Government channel
· Provides advice to the digital team on governance and compliance, identifying any risks and working with the managers on appropriate actions to resolve them.
· Works with senior digital and SCU team members to develop and deliver high-quality, impactful whole-of-government digital communications projects for key government priorities.
Project coordination 
· Monitors project progress, recommends project adjustments to managers as required, recommends project milestones and performance standards to achieve results.
· Inputs into content strategies and community management plans across the WA Government digital platforms, including website assets and social media accounts.
· Regularly measures and reports on key evaluation metrics for each project, to inform effective digital communications and adapt projects to reflect findings.
· Engages with external suppliers and contracts, monitoring supplier performance and expenditure.
· Ensures digital communications meet Digital Services Content Standard guidelines, which includes the Accessibility and Inclusivity Guidelines (i.e.WCAG 2.1 AA standard).
Stakeholder management
· Ensures project adherence to the approval methodology and compliance with governance requirements. Works with team to collate and manage reviews of materials with appropriate stakeholders.
· Maintains positive relationships with key stakeholders in government, industry peak bodies, community organisations, and external creative, media buying and digital agencies.
· Liaises with internal and external stakeholders in developing a digital roadmap, seeks feedback from subject matter experts and reporting on campaign results. This includes sharing knowledge and best practice with the wider SCU team.
Corporate Responsibilities
· Exhibits accountability, professional integrity and respect consistent with DPC Values, the Code of Conduct, and the public sector Code of Ethics.
· Takes reasonable care to protect your own safety and health at work, and that of others by co-operating with the safety and health policies and procedures of the Department and complying with all provisions of the Work Health and Safety Act 2020
· Undertakes other duties as required.
Building Leadership Impact
We consider all our people are leaders and aim to build the impact of their leadership in our important work for the sector and community. As such we expect all our people to adopt the expected behaviours and associated mindsets outlined in Building Leadership Impact and described fully in Leadership Expectations. The leadership context of this position is Personal Leadership and there are opportunities for professional development and growth.
Work Related Capabilities (Selection Criteria)
1. Experience working within a digital communication, marketing and/or media environment. This should include experience in website projects, search engine optimisation, social media management and Google Analytics reporting.
1. Demonstrated verbal, interpersonal communication skills, together with the ability to engage and liaise with a diverse range of internal and external stakeholders. Including written and digital copywriting experience.
1. Demonstrated conceptual, analytical, problem solving, research and evaluation skills related to the digital media environment.
1. Demonstrated ability to plan, prioritise and organise workloads to ensure objectives and timeframes are met in fast-paced professional environments with competing priorities.
1. Ability to work autonomously but also as part of a multidisciplinary team to achieve key outcomes.
Desirable
· Experience using website and social media software tools to manage workflows, planning and reporting.
· Relevant Tertiary qualifications in Business/Commerce, Marketing, Communications, Social Media, Public Relations, or related fields.
Employment Conditions
For permanent appointments you must also be eligible to live and work in Australia indefinitely. Employees engaged on fixed term appointments will require a valid work visa for the duration of their contract.
Appointments are also subject to a 100-point identification check and satisfactory Criminal Records Screening Clearance.
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