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Role Description – Content Coordinator
	Role title
	Content co-ordinator
	Grade
	2 
	Department
	Knowledge

	Reports to (1)
	Head of Knowledge
	Direct reports (1)
	0

	Key relationships / interfaces (1)
	Internal: 
	Main: Web team, Commercial (PDMs), external affairs 
Other: Marketing/Communications 

	
	External:
	Subject matter experts, volunteer groups, other contributors, third-party suppliers

	Role purpose (2)


	Working with internal and external suppliers, subject matter experts and the APM E-learning Business Manager, the Content Co-ordinator will support the development of a range of digital knowledge content for the APM website and e-learning platform. 

	Breadth of responsibility (3)


	The role’s responsibilities focus on two platforms – the APM website; providing content for blogs, news, and free resources, and the APM e-learning platform providing premium resources for members and paying non-members. 

	Dimensions and limits of authority (4)


	No direct budget responsibility.  


	Key responsibilities / accountabilities (5)

	Key performance measures (6)

	· Manage the website blog schedule; manage contributors; provide editorial support where needed, commission new blogs.
	Between two and five blogs per week which promote APM’s strategic goals and grow site traffic. 

	· Develop ‘free’ knowledge resources for the APM website with the aim of maximising website traffic, supporting APM activities and promoting APM’s strategic goals.
	Maximise site traffic and engagement.

	· Working with APM’s e-learning manager and third-party suppliers to develop a range of modules for APM’s e-learning platform.
	The delivery of a range of e-learning resources in line with a plan developed by the e-learning manager.

	· Working on a range of content projects for the e-learning platform, for example, tools and templates, case studies and the APM Salary Survey.
	Delivery of content projects to an agreed plan.

	· Maintain content on the e-learning platform including cross linking, maintaining the core-taxonomy of the site, updating the document archive.
	Maximise engagement on the e-learning platform, minimise errors and broken links. 


Person Specification – Content Specialist
	Attribute
	Description


	Essential / desirable

	Qualifications (7)
	· Educated to degree level

	· Desirable


	Experience (8)
	· Experience of working on website content.
· Understanding of managing content projects
	· Essential
· Desirable

	Knowledge
	· Appreciation of online content development and e-learning
· Appreciation of the work of a professional body
	· Essential

· Desirable

	Skills
	· Excellent communication and interpersonal skills – written and verbal
· Well developed teamwork skills

· Excellent organisational skills. 

· Effective PC skills including Word, Excel, PowerPoint 
	· Essential

· Essential

· Essential 

· Essential



	Behaviour / competency (9)
	· Analytical thinking
· Communication skills

· Decisiveness

· Initiative and proactivity 
· Relationship building

· Results orientation

· Technical and professional expertise


	· Essential
· Essential

· Essential

· Essential

· Essential

· Essential

· Essential
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