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Role Description

	Position Details

	Role Title: 
	Web Editor 

	Date Created:
	March 2009 
	Date last updated:
	February 2010

	Organisational Level:
	Level 5
	Reporting to: 
	Web Manager 

	Location:
	Wellington
	Total no. of reporting staff
	Nil

	Direct Reports:
	N/a

	Key Relationships – Internal:
	· Corporate Communications staff

· National Digital Library staff

· Human Resources staff

	Key Relationships – External:
	· National Library customers

· Staff in other cultural institutions

	Role Purpose:


	The Web Editor at the National Library manages the day-to-day operations of the Library’s corporate website www.natlib.govt.nz and the Library’s intranet Matapuna. This position is one of a team of three reporting to the Web Manager.

Corporate website 

The Web Editor is responsible for the day-to-day maintenance of the site, ensuring the content is relevant to site visitors, up to date, and meets the Library’s style guidelines. 

The Web Editor also works with staff throughout the Library to develop new content for the website, with the goal of increasing site usage. The Web Editor will be closely involved in any major redevelopments of the site’s functionality, information architecture or design.

The Web Editor will assist with content development for new or redeveloped websites and services. There is opportunity to be involved in the Library’s work using social media channels or to propose and run new channels.

Intranet

The Web Editor is responsible for the day-to-day maintenance of the intranet, and training and supporting staff throughout the Library to use the intranet well.

The Web Editor would be likely to lead any major redevelopments of the intranet’s functionality, information architecture or design.

Other responsibilities 

In addition to core responsibilities, the Web Editor will be expected to contribute to wider Web Team activities. These activities may include joining other working groups; assisting with the running of other sites; project management; planning for web strategy, enhancements or new product development.


	Position Description

	Key Accountabilities
	

	Editorial 
	· Ensure web content is relevant, up-to-date, and meets the standards set out in the Library's Web Style Guide

· Evaluate the effectiveness of web content

· Ensure intranet content is developed according to guidelines, and information architecture is regularly reviewed

· Work with Corporate Communications staff to maintain an editorial calendar of upcoming web content

· Advise staff on all aspects of content development

· Support content development through the writing, copy-editing, proofing, and final approval of web content

· Maintain and champion the Web Style Guide

· Co-ordinate translation of web content
· Train staff to use the Library’s intranet


	Performance
	· Build a shared commitment to the direction of the organisation, and achievement of its outcomes, through a customer focused culture within the National Digital Library.

· Ensure that action is taken to address non-delivery on agreed outcomes or commitments.

	Partnership with customers
	· Foster an environment where the Web Team engages effectively with other groups, in a way that ensures both internal customer needs and those of external agencies are understood and met.

	Continuous improvement
	· Ensure that a process of continuous review and improvement are inherent throughout all elements of the National Digital Library.

· Draw on knowledge of best practice, advances in technology, and relevant research to develop an informed view of opportunities and challenges to transforming the organisation’s digital systems.

	Health and safety
	· All staff have a responsibility to take all practicable steps to ensure their safety at work; and to avoid any action or inaction while at work which might cause harm to any other person.

	Partnership with Māori
	· All staff have a responsibility to uphold the National Library Act and support the effective implementation of Te Kaupapa Mahi Tahi, the Library’s plan for partnership with Māori.

	Treaty of Waitangi


	· All staff have a responsibility to support National Library Treaty of Waitangi obligations being met through the achievement of business objectives.

	EEO
	· All staff have a responsibility to support the effective implementation of EEO objectives through the achievement of business objectives.

	Decision Making Authority  

	· The position informs business and strategy decisions but does not directly make them

· The position is responsible for decisions that affect the day-to-day running of digital products and services where no budget approval is required



	Membership of Executive Committees

	· None



	Person Profile

	Capability Area
	Description

	Qualifications and Experience
	· Excellent demonstrated web writing, editing, and proofing skills

· Experience using a Content Management System
· Experience developing engaging story lines and ideas for different audiences

· Experience with leading editorial strategy and using a communications style guide

· Experience working with different types of media e.g. imagery, prose, video and interactive

· Experience with using social media channels and websites in a professional capacity would be beneficial

· Experience with any related marketing activities would be beneficial e.g. market research, strategy, advertising, public relations

· Experience with any related web activities would be beneficial e.g. web usability, web design
· Relevant tertiary qualification or comparable experience

	Core Organisational Competencies

	Action oriented


	· Enjoys working hard

· Is action oriented and full of energy for the things (s)he sees as challenging

· Not fearful of acting with a minimum of planning

· Seizes more opportunities than others

	Customer focus


	· Is dedicated to meeting the expectations and requirements of internal and external customers

· Gets first-hand customer information and uses it for improvements in products and services

· Acts with customers in mind

· Establishes and maintains effective relationships with customers and gains their trust and respect

	Integrity and trust


	· Is widely trusted

· Is seen as a direct, truthful individual

· Can present the unvarnished truth in an appropriate and helpful manner

· Keeps confidences

· Admits mistakes

· Doesn’t misrepresent her/himself for personal gain

	Listening


	· Practises attentive and active listening

· Has the patience to hear people out

· Can accurately restate the opinions of others even when (s)he disagrees

	Problem solving


	· Uses rigorous logic and methods to solve difficult problems with effective solutions

· Probes all fruitful sources for answers

· Can see hidden problems

· Is excellent at honest analysis

· Looks beyond the obvious and doesn’t stop at first answers

	Supporting Competencies

	Interpersonal savvy


	· Relates well to all kinds of people – up, down, and sideways, inside and outside the organisation
· Builds appropriate rapport

· Builds constructive and effective relationships

· Uses diplomacy and tact

· Can diffuse even high-tension situations comfortably

	Peer relationships


	· Can quickly find common ground and solve problems for the good of all

· Can represent her/his own interests and yet be fair to other groups

· Can solve problems with peers with a minimum of noise

· Is seen as a team player and is cooperative

· Easily gains trust and support of peers

	Personal learning


	· Picks up on the need to change personal, interpersonal, and managerial behaviour quickly

· Watches others for their reactions to her/his attempts to influence and perform, and adjusts

· Seeks feedback

· Is sensitive to changing personal demands and requirements and changes accordingly
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