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Date: December 2013

Job Title: Digital Engagement Officer

Post Number: PO 3272

Division/Department/Section: Office of the Police and Crime Commissioner

Line Manager Media and Communications Manager

PO 3148

1. PURPOSE

To provide a leading role in the day-to-day operation of the Police and Crime Commissioner’s
digital engagement and consultation programme and activities.

To assist in developing and implementing an over-arching digital engagement and consultation
strategy, based on a good understanding of communities, to ensure that the views of Dorset’s
people and communities are represented in setting local policing priorities and in developing
policing services.

2. POSITION IN THE ORGANISATION

Job Description/ Person Specification
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3. MAIN RESPONSIBILITIES

What is the post responsible for?

(INPUT)

With what results?

(OUTPUT)

Identify and establish a wide range of digital
engagement and consultation opportunities to
meet the diverse needs of Dorset’s people and
communities.

Ensure the formulation of a busy, pro-active
and inclusive calendar of digital engagement
and consultation events.

Provide a leading role in the day-to-day
operation of the Police and Crime
Commissioner’s digital engagement and
consultation activities and the delivery of the
planned programme of engagement events.

Ensure that a wide range of effective and well
organised consultation and community
engagement activities are undertaken.

Assist in developing an over-arching digital
engagement and consultation strategy, based
on a good understanding of communities.

Ensure that the views of Dorset’s people and
communities are represented in setting local
policing priorities and in developing policing
services.

Assist, brief and prepare the Police and Crime
Commissioner for digital engagement and
consultation events, meetings and
opportunities.

To ensure the PCC is fully briefed and able to
handle the engagement opportunity effectively
and professionally in line with planned
outcomes.

Provide direct and dedicated support to the
Police and Crime Commissioner at specific
digital engagement and consultation events.

Ensure that the on-site arrangements and
logistics are well run in order to maximise the
effectiveness of the engagement/consultation
opportunity.

Encourage, facilitate and capture wide ranging
views, opinions or complaints arising from the
PCC’s digital engagement and consultation
events and adopt a proactive approach in
providing feedback about action taken.

Ensure that views, opinions and complaints are
handled effectively and in a timely and
responsive manner by the OPCC, or referred
to the Force or Police and Crime Panel if
appropriate.

Produce or commission a range of high quality
digital communication materials in support of
the PCC’s engagement and consultation
activities.

Ensure that a professional image is presented
utilising high quality and impactive materials,
information and messages.

Assist in the development and maintenance of
a digital Profile in conjunction with the Force
and relevant partners.

Ensure that the PCC has access to a relevant
and accurate digital profile of the people and
communities served by the Police and Crime
commissioner.

In conjunction with Force lead personnel and
the appointed outside contractor, assist in
planning and developing a range of
consultation surveys.

Ensure the development and maintenance of
an effective and pro-active programme of
consultation surveys to listen to the views of
users, victims and members of the public.

Support the development of the PCC’s website
and assist in harnessing the effective use of
electronic and social media and the
exploitation of the website as a means of
engagement and consultation as well as

Ensure the website supports a high profile for
the Police and Crime Commissioner and seek
to maximise the use of on-line surveys, on-line
forums as well as social networking
opportunities.
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information provision.

Develop and maintain a network of
relationships with a wide range of internal and
external stakeholders, including community
engagement colleagues elsewhere.

To identify and develop effective community
engagement and consultation opportunities,
working closely with internal and external
contacts and partners and drawing from best
practice nationally.

Support a co-ordinated approach within the
Office of the PCC.

Ensure digital engagement activities are
effectively co-ordinated with the wider work of
the OPCC including communications, media
and partnership work.

Any other duty that is considered to be
reasonable for this post to carry out.

To support the overall needs of the Office of
the Police and Crime Commissioner as and
when required, including supporting the Office
at times of peak demand or staff shortages.

4. CONTACTS

1. Dorset Police and Crime Commissioner and colleagues at the Dorset OPCC.

2. Dorset Police Media and Corporate Communications Department (MCCD).

3. Managers of venues for PCC events, to establish internet connections, web facilities
etc.

4. Communication Departments at other Dorset Local Authorities.

5. Public at large, in terms of engaging on social media and website.

5. SPECIAL CONDITIONS/ADDITIONAL INFORMATION

This is a full-time (37 hours) post.

Office hours are 8.40am to 5.00pm, Monday to Thursday and 8.40am to 3.40pm on Friday, with
40 minutes for lunch. The emphasis is on completion of work rather than hours performed, but
clearly within the constraints of Working Time Regulations.

Office hours are standard with the rest of the Force and the office is closed at weekends.
However, the nature of the work is that it is not always ‘9 to 5’. The post holder would be
expected to work outside normal hours if circumstances demanded this and would be expected
to respond positively to out-of-hours requirements where necessary.

Standard Driving License required.

6. HEALTH & SAFETY TRAINING

The nature of the role also carries a requirement to attend events, meetings, etc, outside of
‘normal’ office hours and beyond Dorset’s boundaries on a relatively frequent basis.

Your role is fundamentally important in the organisation’s safety management structure. Your
line manager has delegated to you the responsibility of ensuring that  all day to day health
and safety matters so far as is reasonable practicable are satisfactory implemented and
managed in your area of business for which you are responsible for. Incumbent in this duty is
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to ensure that all staff for whom you are responsible for, receive adequate information,
instruction and supervision as is necessary for them to undertake their duties safely and all
health and safety policies as appropriate are satisfactorily implemented and managed. You
will be required to set a personal example by not condoning unsafe working practices and
show positive commitment to health and safety.

To satisfactorily enable you to undertake the above duties, the Force expects that you will
make yourself available to undertake appropriate health and safety management training
relevant to your post.

You are advised to read the Force’s Health and Safety policy which will give a more in depth
description of your full health and safety responsibilities.

VDU Assessment

Your line manager has the responsibility to refer to the risk assessments appropriate to your role
to identify any additional health and safety training required e.g. manual handling training, VDU
assessment, Control of Substances Hazardous to Health (COSHH) etc.

7. HEALTH MONITORING

None.

8.  VETTING

Standard Vetting

9. TERMS OF APPOINTMENT

The commencing salary will be within Scale G £29,235 rising by yearly increments to a maximum
of £32,547

This is a full-time (37 hours) post.

Office hours are 8.40am to 5.00pm, Monday to Thursday and 8.40am to 3.40pm on Friday, with
40 minutes for lunch. The emphasis is on completion of work rather than hours performed, but
clearly within the constraints of Working Time Regulations.

Office hours are standard with the rest of the Force and the office is closed at weekends.
However, the nature of the work is that it is not always ‘9 to 5’. The post holder would be
expected to work outside normal hours if circumstances demanded this and would be expected
to respond positively to out-of-hours requirements where necessary.
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10. PERSON SPECIFICATION

Essential Criteria

Criteria to be
measured

Competencies Required

Criteria A Dynamic individual educated to degree level in multi-media or professionally
qualified with significant relevant experience in digital
communications/engagement.

Criteria B Highly developed written and verbal communication skills, with the ability to
edit and proof to a high standard.

Criteria C Good IT and Social Media skills with the experience of appropriate web
publishing techniques and software (HTML, Adobe Photoshop, Adobe
InDesign and other Graphic software packages).

Criteria D Good working knowledge of filming, audio and photography.

Criteria E The ability and experience to work innovatively and creatively to design and
produce effective promotional or information campaigns from concept to
implementation.

Criteria F Ability to act with integrity and maintain appropriate confidentiality and to
represent the organisation in a highly professional manner.

Criteria G Significant experience of working effectively in a consultation role including
excellent administrative and organisational skills with a capacity for multi-
tasking and the ability to prioritise and to work to tight deadlines.

Desirable Criteria  (if applicable)

Criteria to be
measured

Competencies Required

Criteria H Understanding the roles of a Police and Crime Commissioner in the broader
policing, criminal justice and community safety landscape.

Criteria I Experience of working with members in a political environment.

Criteria J Experience of broadcast and print media.


