
 

 

 

 

 

Role Description 
 

Role Title: Web Editor and Copywriter Pay Grade: Grade 7 - £24,472 - £26,741 

Normal Place of Work: College Green with travel 
between College Sites when required 

Line Manager: Director of Marketing 
and Sales 

Normal Working Hours: 37 hours Responsible For: no staff 

ROLE PURPOSE 

 
The Web Editor and Copy Writer is responsible for planning, implementing, optimising and understanding the user 
experience for the College’s website. They must be a strong writer with attention to detail and a passion for 
creating inspiring and motivational copy with the ability to produce high quality content from academic sources. As a 
valued member of the Marketing Team they will be writing copy and updating the college’s website including 
documents, images and videos on a daily basis. The successful applicant will continually look to maximise the 
footfall to the website by using the latest social media and digital tools and continually improve all aspects of the 
website. They must also be a highly collaborative and motivated individual who has meticulous attention to detail 
and thrives in a fast-paced environment. 

 
PRINCIPAL ACCOUNTABILITIES 
Web 

1. Create web pages and content that helps the user and supports web conversion activity – such as open day 

registrations, course applications – for internal and external stakeholders. 

2. To be the first point of call in working with web developers to improve the sites functionality or remedy any faults. 

3. To plan, research and develop content for the website ensuring it meets the needs of the target audience. 

4. Analyse and report on the user experience and the wider digital landscape, providing insight into strengths, 

opportunities, and threats through a culture of continual improvement. 

5. Support colleagues in using the CMS system (Wordpress) and work closely with them to ensure they produce 

accessible and user-friendly content.  

6. Regularly audit the website for problem/out-of-date content and remedy it. 

7. To understand digital best practice. 
8. Keep up-to-date with the latest trends, opportunities, and best practice, drawing on innovation to develop the 

college’s online presence and website. 
9. Research competitor websites and other market-leading sites and make recommendations about new and/or 

unused digital solutions that can enhance our web offering. 
10. Using analytical software to provide detailed reports on website performance, customer tracking and goal results, 

along with reports on competitors’ use of digital platforms and examples of innovation and best practice. 

Copy Writing 
11. To write content that is engaging, compelling and enticing in order to persuade the reader to engage with the 

college’s communication channels. 

12. Ensure that content is appropriate, consistent and on brand – that it follows the college’s style guidelines, tone of 

voice, key messages, and any guidelines related to specific campaigns. 

13. To write content for different audiences, e.g. students, adults, businesses, Senior Leadership Team, and different 

publications. 

Other 
14. Be a proactive link between curriculum areas, Heads of Department, Student Services, and college staff to 

ensure you understand the college’s business goals and the website is effective in achieving them and reporting 

on results. 

15. Manage Google Adwords/PPC, cookie remarketing and search engine optimisation to increase the footfall to our 

website and promotion of communications campaigns. 

16. To understand GDPR and how it relates to our specifications for capturing customers’ details on the website. 



 

17. Undertake staff development and training as deemed appropriate. 

18. Any other duties commensurate with the grade and nature of the post. 

Key Relationships 
 

All posts within the College require a high degree of team working. In particular, the postholder will need to develop and 
maintain key relationships, including: 

College Leadership Team 

(CLT) 

Ensure an integrated college approach to cross-portfolio initiatives by effective 

communication with CLT 

Strategic Leadership 

Team (SLT) 

Ensure an integrated college approach to cross-portfolio initiatives by effective 

communication with SLT 

Heads of Department Regularly update on key marketing projects to support areas 

Provide advice and assistance to support marketing of curriculum areas 

Participate in meetings and discussions to represent marketing prospective and 

share information 

College staff across all 

departments 

Share information and resolve issues by participating in meetings and responding 

to enquiries. 

External stakeholders Respond, consult, liaise and negotiate with external stakeholders regarding 

marketing and communications requirements within the college. 

Seek/maintain specialist knowledge/advice regarding marketing and 

communications tools – ensuring best practice. 
Manage contracts and performance when appropriate 

 

Generic Responsibilities 

• To represent and promote the college brand values internally and externally; acting as an ambassador for 
business development on behalf of the college 

• Promote the college’s student first ethos, ensuring that the student experience is uppermost in policy and 
decision making 

• To actively promote and act, at all times, in accordance with college policies, including, but not limited to: Health 
and Safety, Equal Opportunities, Prevent and Safeguarding, the Staff Code of Conduct and the College’s 
Financial Regulations 

• To actively promote and adhere to agreed college values 

• To engage in implementing changes, promoting innovation 

• To participate in the college Annual Appraisal Process, contributing to a culture of self-reflection on practice and 
continuous professional development 

• To facilitate the achievement of the college’s quality objectives including those from external bodies 

• To undertake other reasonable duties commensurate with the level of post 

 
Values 
To role model the college values of: integrity, respect, ambition and pride 

 
Behaviours 
To role model and consistently exhibit: student focus; high expectations and aspirations for all; focused on progression 
and employment; pride in what we do and our place in the city; collaborative and continually improving. 

 

Safeguarding 
City of Bristol College is committed to safeguarding children and vulnerable adults. All new employees to the College 
are required to complete and obtain an enhanced DBS disclosure. 

 

Further information will be sent to all prospective staff as part of the application process 
 

Special Conditions 
This job entails travel to meetings, employer premises and some college sites, partnership locations and community 
venues. These are poorly serviced by public transport, therefore in order to carry out the work in a timely and efficient 
fashion you are required to have access to a motor vehicle and possess a valid driving licence. 
Due to the demands placed upon it and the profile of the role, the post holder will be required to have a flexible attitude 
to working hours. 



 

 
 

Person Specification 
 

 Essential Desirable How 
assessed* 

QUALIFICATIONS 

Educated to degree level  ✓ AF/Cert 

Exceptional standard of English including high level in GCSE and A 
Level/Degree 

✓  AF/Cert 

KNOWLEDGE AND EXPERIENCE (UP TO DATE/ CURRENT) 

Experience of web development ✓  AF/IV 

Experience of remarketing and digital marketing including Pay Per 
Click and Search Engine Optimisation 

 ✓ AF/IV 

Experience of implementing best practices for user experience and 
accessibility 

 ✓ AF/IV 

Editing content in CMS systems e.g. Wordpress ✓  AF/IV 

Experience of using analytical tools to produce detailed reports to 
measure performance and inform future developments 

 ✓ AF/IV/AT 

Experience of a high standard copy writing, editing and proof-reading 
content for a variety of audiences 

✓  AF/IV/AT 

Working effectively with stakeholders across a large and complex 
organisation 

 ✓ AF/IV 

Good working knowledge of standard IT packages e.g. Microsoft and 
web Content Management System (Wordpress) 

✓  AF/IV 

Working knowledge of HTML & CSS  ✓ AF/IV 

Good understanding of the web industry best practice and latest 
developments 

✓  AF/IV 

Awareness and understanding of usability, accessibility and web 
publishing best practice 

✓  AF/IV 

SKILLS AND ABILITIES 

Excellent organisational and time management skills ✓  AF/IV 

Proven commitment to deliver excellent customer service ✓  AF/IV 

Ability to build strong relationships with a wide variety of external and 
internal stakeholders 

✓  AF/IV 

Ability to work reliably as part of a team in a sometimes-pressured 
environment 

✓  AF/IV 

Ability to be adaptable and flexible, think creatively and learn new 
skills quickly 

✓  AF/IV 

Excellent analytical and problem-solving skills ✓  AF/IV 

Exceptional attention to detail ✓  AF/IV 

Excellent interpersonal and communication skills both written and 
verbal 

✓  AF/IV 



 

 

Ability to manage a busy and varied workload and communicate 
progress effectively to colleagues 

✓  AF/IV 

Able to abide by and demonstrate the college’s values of: integrity, 
pride, ambition and respect 

✓  AF/IV 

Be able to drive and have access to a car  ✓ AF/IV 

Willingness to work evenings and occasional weekends when 
required 

✓  AF/IV 

 
*Assessment method:    

AF = Assessed via application form IV = Assessed via interview 
AT = Assessed via test/work-related task Cert = Certificate checked at interview 

 


