
Digital Officer 
Job description and Person specification 

The Green Party is recruiting a Digital Officer to fill an important role supporting the 
organisations digital platforms. 
 
The Digital Officer will play a key role within the Digital team by ensuring content across 
all online platforms is kept up-to-date, being the primary point of contact for technical 
queries for staff and volunteers, maintaining user access to our systems and carrying 
out Digital Project work to maximise the potential of our platforms. 
Our systems are built on opensource systems including Drupal, CiviCRM and ModX 
and consist of over 300 websites across the party. 
 
The chosen candidate will be adept in using a Content Management System and 
possess good working knowledge of HTML and CSS.  They will be an excellent 
communicator, highly organised, a good trouble-shooter with a natural ability to dissect 
complex problems, and be eager to learn and develop new skills. 
 
The post holder will work closely with the Digital Manager and the team who will provide 
training and support as they develop within their role. 
 

Salary:  £22,325 (point 6 on GPEW national pay scale) 

Hours:  35 hours per week (with a degree of flexibility for the right candidate) 

Location:  Green Party Office, London, SE16 4DG 

Line manager:  Digital Manager 

Reporting to:  Digital Manager, CEO 

Application deadline:  Submit applications by 5pm Wednesday 28 June 

Interviews:  Provisionally the week commencing 03 July 2017 

 

Outline of Digital Officer Role: 

1. Maintain and update web content across all platforms according to 

Local/Regional/National Party needs. 

2 Respond to support tickets raised by Staff and volunteers, assisting them with 

technical difficulties and providing advice to maximise the potential of our 

Campaigns. 

3 Assist in the management, development and design of our Members’ Site and CRM 

through front-end configuration changes. 

4 Work closely with staff members on data capture projects, gathering requirements, 

designing, building and testing online forms using ‘Drupal Webform’. 



5 Work on projects to display and visualise data held within our CRM on our sites 

using ‘Drupal Views’. 

6 When carrying out project work, research, install and configure Drupal modules, as 

required.  

7 Assist in the checking of newsletter content, links and device compatibility before 

mass mailings are delivered to our Member and Supporter Base. 

8 Develop the use of ModX for Local/Regional/National Parties. 

9 Assist with the roll out and migration of Local/Regional/National Parties party 

website to a new modern platform. 

10 Liaise with external Suppliers, as necessary, to request codebase- or database-level 

changes. 

Responsibilities: 

1. Ensuring content is maintained to a very high standard across all our online 

platforms. 

2. Maintain close contact with Local/Regional/National Parties, keeping them abreast of 

changes to our Digital Systems by creating Technical Documentation, Digital 

Communications and running Training Sessions.   

3. Respond within agreed timeframes to support tickets. 

4. Set up IT/email accounts for staff/volunteers and manage user access to our 

systems. 

5. Help in the delivery of key Digital Projects for the Green Party. 

6. Maintain good working relationships with Staff and key stakeholders within the party. 

7. Run Drupal and CiviCRM Training for Staff and Local/Regional/National Parties as 

required.  Assist with bi-annual training sessions at Conference. 

8. Work continuously on a task until completion or, where necessary, escalate to Digital 

Manager or external Suppliers. 



Person specification for Digital Officer or Assistant role 

 

 Attribute Essential/ 
Desirable 

Experience 1. Using a Content Management System. 
2. Using Drupal/CiviCRM/MODx. 
3. Installing and configuring Drupal modules. 
4. Working with a support ticket system. 
5. Working with volunteers. 
6. Setting up websites. 

Essential 
Desirable 
Desirable 
Desirable 
Desirable 
Desirable  

Skills / 
Abilities 

7. Resilience - Works effectively under pressure and able to 
plan and prioritise own workload when faced with 
competing demands.  

8. Team working – supports colleagues and keeps others 
informed of key issues that affect them. Promotes positive 
and productive team working.  

9. Able to provide good levels of customer service; face-to-
face, by email or by telephone, in excellent written or 
spoken English. 

10. Able to produce technical and non-technical user 
documentation. 

11. Able to write HTML for newsletters and page content. 

Essential 

 

Essential 

 

 

Essential 
 
Essential 

Essential 

Knowledge 12. Understanding of Green Party organisation at local, 
regional and national level. 

13. Knowledge and understanding of DNS. 
14. Proficiency in HTML and CSS. 
15. Knowledge of front-end CMS configuration. 

Essential 
 
Desirable 
Desirable 
Desirable 

Personal 
attitudes 

16. In sympathy with the aims and policies of the Green Party, 
and committed to the development and implementation of a 
Green and sustainable society. 

17. Dedicated to accuracy and delivery of tasks in a timely 
manner. 

 

Essential 

Essential 

Personal 
circumstances 

18. Eligible to work in the UK. 
19. Able and willing to work unsocial hours and outside normal 

office hours as required by the post. 
20. Not a member of another UK political party. 

Essential 

Essential 

Essential 

Equality 21. Candidates must indicate full commitment to the principle 
of Equal Opportunities for all in line with the Party’s 
policies. 

Essential 

 

Equal Opportunities statement: 

All Green Party employees are required to carry out the Party’s policies concerning racial and 
sex equality and the rights of people with disabilities and lesbians, gay men and people who are 
bisexual both in terms of equal opportunity for employment, in policy work and access to the 
Party’s services. 

 



General points applicable to all Green Party jobs: 
 

1. The Green Party strives to be an Equal Opportunities employer and requires its employees 
to carry out their work in accordance with its polices on equality of opportunity in relation to 
employees and volunteers, in promotion of the party’s policies and access to the Party’s services. 
 
2. Green Party staff are required to abide by any policies in place to ensure, for example, health 
and safety at work, data protection, etc. 
 
3.  The Green Party has a democratic structure with annual elections. Employees need to be 
aware that the organisational priorities which determine their work priorities are decisions of the 
Executive and may be subject to change as an Executive changes. 
 
4. Green Party staff may be required to attend Green Party Executive and other meetings and 
conferences, so long as at least two weeks' notice is given and this does not conflict with leave 
already agreed. These meetings may take place out of office hours, in which case time off in lieu will  
be awarded. 
 
5. Green Party staff are assigned goals, work plans, guidelines and priorities by their line 
managers as part of the annual planning and review system, but are expected to show initiative 
within this framework in managing their workload to meet the overall goals of the party in line with 
the organisational plan. 
 
6. Green Party staff are required to request authorisation for any major overtime from their line 
manager before undertaking any such work and to use an online system to manage their leave and 
TOIL in conjunction with their line manager. 
 
7. Green Party staff may, from time to time, be required to provide written or oral reports to the 
Executive. 
 
8. Green Party staff should be open to developmental needs, which may arise and work with 
their line manager to address these needs through training or other routes. 
 
9. Green Party staff are expected to identify and make recommendations to their manager on 
improving the systems within the office. 
 
10. Green Party staff are expected to participate fully in the Party’s teamwork ethos, attend staff 
meetings, share team duties and responsibilities and develop their work in co-operation with other 
colleagues. 
 
11. Green Party staff are expected to promote and develop the role of volunteer staff within their 
area of responsibility in liaison with the HR & Office Manager and in accordance with the current 
policy on the management of volunteers. 
 
12. Whilst every endeavour has been made to outline all the duties and responsibilities of the 
post, a document such as this does not permit every item to be specified in detail. 
 
13. Broad headings may therefore have been used, in which case all the usual associated 
routines and duties are naturally included in the job description. Green Party staff are expected to 
undertake any other reasonable tasks as requested by the Executive via their Head of Department, 
CEO or relevant GPEx Co-ordinator. 

 
This job description may be periodically reviewed in consultation with the post holder. 


