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Job Description

This job description has been designed to indicate the general nature and level of work required of the post to indicate the level of responsibility. It is not a comprehensive or exhaustive list, and the line manager may vary duties from time to time which do not change the general character of the job, or the level of responsibility entailed.


	[bookmark: _Hlk188363748]Post Details

	Job Title
	[image: ]

	Service
	Adults, Childrens, Housing and Public Health Directorate / Housing Services

	Team
	Operational Housing / Housing Partnerships & Engagement

	Location
	Various offices / Smart Working / Shute End

	Reports to
	Housing Partnerships & Engagement Officer

	Worker Style
	Hybrid – working from various offices and home

	Responsible for
	N/A

	Grade
	Grade 3 – NL02 - 712321

	Contract Type
	Fixed Term for 2 years




	Main Accountabilities


	Service Delivery Accountabilities 
· Support the Housing Partnerships and Engagement Team in delivering resident engagement activities, with a primary focus on digital communication and involvement opportunities for residents.
· Assist in developing and implementing innovative digital engagement methods to increase meaningful participation from residents and ensure their voices are heard in shaping services.
· Work collaboratively with residents, Tenant Volunteers, and colleagues to co-create digital engagement opportunities, ensuring approaches are inclusive, accessible, and responsive to resident needs.
· Lead on and support the growth of digital resident engagement, including building active online communities and encouraging participation through social media and digital platforms.
· Monitor, update, and manage social media channels, including creating resident-focused content, scheduling posts, and reviewing engagement analytics to improve reach and effectiveness.
· Promote resident engagement opportunities, events, consultations, and key messages through digital channels, helping to increase awareness and involvement.
· Support the delivery of resident engagement events (both digital and face-to-face), including capturing content (photos/videos), sharing outcomes online, and enhancing digital participation.
· Work with colleagues and residents to update and maintain webpages, ensuring content is accurate, accessible, and reflects resident feedback and consultation outcomes.
· Translate complex documents, reports, and data into clear, engaging, resident-friendly digital formats such as web content, social media posts, infographics, and videos.
· Assist in the ongoing development and improvement of digital platforms and online engagement tools, ensuring they meet the needs of residents and support effective consultation.
· Actively contribute to consultation and engagement activities, supporting the collection and use of resident feedback to inform communications and service improvements.
· Demonstrate commitment to learning through the apprenticeship programme, showing initiative, curiosity, and confidence in developing digital communication and resident engagement skills.
· Maintain confidentiality at all times in line with organisational policies and data protection legislation (e.g. GDPR).
· Work collaboratively within the team to contribute to service improvement projects, with a focus on enhancing resident engagement and digital inclusion.
· Participate in regular team meetings and one-to-one sessions to review progress, share learning, and support personal development and project delivery.
· Take ownership of allocated tasks and projects, proactively seeking opportunities to develop skills in digital engagement, communication, and resident involvement.
· Build strong working relationships with residents, colleagues, and partners to support a coordinated, resident-focused digital engagement approach.



	Person Specification                Essential                                             Desirable

	Education/Qualifications
	· Be motivated and dedicated to achieving a level 3 Digital Multi Channel Marketing apprenticeship whilst receiving support from WBC, the Housing Partnership & Engagement team and line manager. 
	Relevant work experience to match the essential, desirable and ‘ideal candidate’ criteria. These may be roles that are not digital marketing specific but have provided you with transferable skills.

	Experience
	· Experience of working as part of a team
· Experience of working individually
· Experience of reviewing and updating web pages to make them more customer facing and friendly
· Excellent Levels of IT literacy with a motivation to learn new skills and software.
· Have experience of using and uploading to social media (Facebook, Instagram, Twitter, Youtube, TikTok etc) – this is about engaging with all ages digitally.

	· Experience within a customer-focused service providing excellent customer experiences
· Experience of working within an office environment
· Experience in creating briefs, reports and presentations to groups of colleagues / residents using previous experience.
· Experience with creating websites /videos / apps (not expected but would be a bonus)
· Have experience of using social media in a Professional Sense (not expected but would be a bonus)
· 

	· Skills/Knowledge
	· Good IT skills including office software such as Microsoft Word, Outlook, PowerPoint and Excel.
· Good written and verbal communication skills.
· Be customer focused with a ‘can do’ attitude, flexible, trustworthy and dependable
· Be a professional and polite team player, able to build and maintain positive working relationships and partnerships internally and externally.

	· Excellent IT skills including further software programmes for example Adobe Packages (InDesign/Photoshop).




	Purpose Details

	Service Purpose
	To deliver first-class, customer-focused communications digitally to Wokingham Borough Council residents.  The postholder will play a key role in supporting, reviewing, updating and creating successful digital engagement activities and communications to residents ensuring they are fully accessible to residents and colleagues — acting as the primary liaison for all digital engagement activities within Housing at Wokingham Borough Council.  

	Role Purpose
	To support the delivery of resident engagement within the Housing Partnerships & Engagement Team through effective digital communication, including website updates, online content, and social media.

To ensure resident consultation and feedback are reflected in clear, accessible digital content that helps shape and improve Housing services.

	Corporate Parenting
	You will champion the principles of corporate parenting by embedding its ethos in all aspects of service delivery, ensuring decisions and actions consistently reflect the responsibility to act as a corporate parent to children in care and care leavers, and actively contribute to shaping and implementing the wider corporate parenting strategy.

1. Uphold the Council’s values and competency framework, demonstrating professionalism, collaboration, and accountability.
2. Take responsibility for personal health, safety, and wellbeing and that of others.
3. Actively promote equality, diversity, and inclusion in all service delivery.
4. Demonstrate commitment to safeguarding children and vulnerable adults.
5. Work flexibly, including evenings or weekends, to attend resident and community meetings when required.




	[bookmark: _Hlk188363295]Supervision and Relationships

	Supervision Received
	Reports directly to the Service Manager – Housing Partnerships and Engagement and works closely with the Senior Housing Management, Housing Leadership Team, Gorse Ride Project Lead and Development Team under general supervision and guidance.

	Supervision Given
	Provides support and informal guidance to colleagues, within housing, development, and partner agencies involved in the Gorse Ride project.

	Contacts
	· Residents and community representatives
· Development and contractor teams
· Housing, Asset Management, and Regeneration teams
· Elected Members and partner agencies
· Local support and welfare organisations



	Resources/Budget Management

	Assists in monitoring project-related budgets for decanting, community engagement, and resident support activities.




	Special Requirements

	· Ability to travel across the Borough; access to a vehicle and valid driving licence required.
· DBS required.
· Occasional evening and weekend working. 



  
	Occupational Health Risk Assessment                                                                               Details

	Skin/Respiratory Sensitisers
	N

	Working at Height
	N

	Exposure to Noise (>80-85dB)
	N

	Confined Spaces
	N

	Frequent Display Screen Equipment Use
	Y

	Driving for Work
	Y

	Hand Arm Vibration
	N

	Lone Working
	Y

	Healthcare/Social Contact with Patients
	N

	Blood Borne Viruses Exposure
	N

	Food Handling
	N

	Working with Animals
	N

	Specialised Medical Screening
	N

	Night Working
	N

	Safety Critical Work
	N 




	[bookmark: _Hlk188365394]Nature of the Role	                                                                                                              Details

	Healthcare or Hospital Work
	N

	Working with Children (under 18)
	Sometimes 

	Working with Elderly/Vulnerable Adults
	Sometimes

	Work Environment Details
	Targett Court Resident Resource Centre, Council Officies and hHome




	[bookmark: _Hlk188364657]Role Involvement                                                                                                                 Details

	Working with Children
	Y

	Working with Vulnerable Adults
	Y

	Both of the Above
	Y

	Providing Care/Supervision for Children
	N

	Providing Care/Supervision for Vulnerable Adults
	N

	Both of the Above
	N

	None of the Above
	N 




	[bookmark: _Hlk188366184][bookmark: _Int_0bNhtnMC]Disclosure and Barring Service (DBS)                                                            Details                                               

	DBS Requirement
	Yes

	Eligibility Tool
	Find out which DBS check is right for your employee - GOV.UK (Find out which DBS check is right for your employee - GOV.UK) 




	                                                       Re-checks

	<Details of required regular checks in line with regulations.>







	Evaluation Declaration

	Date of Evaluation:
	<DD/MM/YYYY>

	Evaluated by:
	<Name, job title> 
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