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Description






	Position Title
	Senior Content Producer (Writer)

	Group/Portfolio
	Marketing & Communications

	Classification
	HEW Level 7

	Position Number
	00060034

	Reports To
	00061356 - Creative Services Manager



1.0	Position Purpose
The Senior Content Producer (Writer) is responsible for managing and coordinating content for a broad range of channels in support of the University’s overall brand and strategic objectives. This role is accountable for researching, writing, editing and proofreading a wide range of written content, and is responsible for managing the production of digital and print publications. It is also required to prepare and deliver project plans, and maintain style guides and resources to ensure quality and consistency of Griffith content.
2.0	Eligibility Requirements

· Relevant tertiary qualifications in Journalism or Communications with a minimum of at least four years subsequent relevant work experience, or equivalent combination of relevant experience and/or education/training.
3.0	Key Responsibilities

· Develop and produce brand and recruitment content for a broad range communication channels, including websites, electronic direct marketing,  social media and print to assist in achieving strategic marketing objectives.

· Coordinate and project manage the development of publications and marketing materials ensuring timelines and budgets are met, and appropriate approvals are sought.

· Contribute to the development and implementation of targeted written marketing strategies for a range of audiences to attract undergraduate and postgraduate students to the University.

· Conduct regular market research and reviews to evaluate existing marketing materials and products and provide analysis and recommendations to ensure content is effective and aligns with strategic objectives.

· Engage and maintain strong effective relationships within Marketing and Communications and with a network of University stakeholders including senior staff to understand core messages and target audiences and gather relevant content for publications and marketing materials.

· Develop, implement, manage and optimise the use of efficient workflow systems while maintaining details and records for cataloguing and other purposes.

· Leverage emerging technologies and evolving content practices to improve copy quality, consistency and efficiency, while adapting and optimising content for different audiences, channels and formats to maximise engagement and impact.

· Ensure all content adheres to the University’s brand guidelines, is consistent in terms of style, quality and tone of voice, and is appropriate and optimised for Griffith’s relevant channels and audiences. Apply readability, accessibility and user-centred communication best practices to create clear and engaging content.

· Develop and update the writing and editing style guide and provide advice and guidance on content across the University.

· Maintain compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.

· Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.

· Supervise, coach, and support team members, managing their recruitment, induction, performance, and professional development to build a high-performing team culture.

· This position may be required to take on other responsibilities, commensurate with the expectations of a role at this level, which contribute to the overall objectives of the work unit.
· Ensure compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.  
· [bookmark: 3.1_Criteria]Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act, and always communicate to reflect fairness, ethics and professionalism.
[bookmark: On_the_recommendation_of_the_Vice_Chance]4.0	Key Capabilities

· Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy, and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 

To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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