

University of Sunderland 
Role profile 

Job title:
Content Assistant

Grade:
C

Department:
External Relations

Location:
Sunderland Campuses

Reports to:
Content Designer / Senior Content Designer

Working hours:
37 hours a week (1.0 FTE)
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The  role: 
At the University of Sunderland, we are committed to being a life changing institution, supporting students from all backgrounds and remaining closely connected to the city and the North East region. We also have established campuses in London and Hong Kong, and we are recognised as a Top 40 UK University in the Guardian University Guide 2024.
This role is responsible for supporting the Content and Web team with the day to day running of the website within the digital governance framework, helping to coordinate, deliver and publish digital content for the website.

The responsibilities:
· Manage requests from across the institution for additions and changes to the corporate website
· Upon approval and receipt of information, write/adapt/edit/publish copy for new programmes and pages using the Content Management System
· Liaise with various staff of all levels across the institution to ensure that web content is kept up date and accurate
· Proactively initiate changes to the website to continually improve with support from the Content and Web Team
· Work alongside services such as Academic Registry to ensure that courses are added and modified on the website in line with the quality process
· Work alongside Student Journey to ensure that all recruiting courses have accurate fees and start dates.
· Retain a website master programme list (courses recruiting) and notify relevant parties upon update to ensure that the website, prospectus and academics are kept up to date
· Work with the Digital Content Designers / Senior Content Designer to ensure updates and changes to the website are appropriately prioritised and processed.
· Edit and publish staff profiles on the website liaising with academics accordingly, provide support to academics where required 
Special circumstances:
There will be a requirement to work additional hours (including weekends and evenings) at key periods during the year.
The benefits:
At The University of Sunderland, we are committed to creating a work environment where you can truly thrive. We recognise that our success is built on the dedication and talent of our people, which is why we have developed a benefits package designed to support you in every aspect of your life.
From generous annual leave and enhanced pay for important life events like maternity, paternity, or adoption, to flexible work options that help you balance life’s demands, we’ve got you covered. Our benefits also include access to our award-winning staff support networks, confidential employee assistance, discounts on major retail brands, leisure activities, travel to work, and more.
At Sunderland, we’re not just offering a job, we’re offering a place where you can grow, connect, and feel truly valued. 

	
	
	




	
	
	





Who we’re looking for
Your qualifications include:
· Educated to A-level or equivalent, or possess significant relevant professional experience within a similar role. 

· Marketing qualification (Desirable)
· Educated to degree level or equivalent, or possess significant relevant professional experience within a similar role. (Desirable)

Your experience includes:
· Excellent writing skills, specifically writing for the web.
· Working effectively independently and as a team player.
· Prioritising multiple projects, while maintaining quality and a high attention to detail.
· Working with a range of clients at different levels within a large complex organisation.

· Working within the HE sector (Desirable)

Your expertise includes:
· Excellent communication and interpersonal skills with an ability to engage effectively and positively across a range of stakeholders, in particular the ability to communicate with key student recruitment age-groups.
· Excellent organisational and administrative skills.
· Resourceful and a flexible approach.
· A creative thinker with a positive can-do attitude.
· Highly IT literate.
· Good organisational and administrative skills with the ability to work under pressure and meet tight deadlines.

· Understanding of working with Content Management Systems (Desirable)
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Culture Framework:
Our Culture Framework presents the way we do things at the University of Sunderland. It is a living document of our culture. It supports how we apply ourselves at work and it helps with our approach to making decisions and working with each other. 

It is woven into all our people policies and procedures, supporting how colleagues are managed, recognised, and developed. Our values are our shared principles as an institution. We undertake actions to make them come to life. If you decide that a career with us is perfect for you, then these principles will lead and motivate your work every single day.
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INCLUSIVE
We celebrate our diverse culture where everyone's contribution is welcomed and valued.

What role models do:
RESPECTFUL - Understand differences & respect Individuality
AUTHENTIC - Strive for honest & genuine interactions
DIVERSITY CHAMPIONS - Invite & listen to the views & opinions of others
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INSPIRING
We will provide an inspiring, enterprising, and empowering experience for our students and staff.

What role models do:
ENTHUSIASTIC - Bring pride to the work we do, championing the work of others and our University
ENCOURAGING - Motivate & support others through meaningful feedback
LIFE-LONG LEARNERS - Continually seek opportunities to develop & share learning with others
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INNOVATIVE 
We value people for their creativity and update our knowledge and practice to enhance the student experience and improve our institutional performance.

What role models do:
CREATIVE - Look inside & outside of the University for inspiration
CURIOUS - Open to ideas, asking questions & challenging respectfully
SOLUTIONS FINDERS - Look for ways to continually improve & taking risks to make it happen
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COLLABORATIVE 
We work together as a community with our partners and build lasting relationships to achieve our shared ambition.

What role models do:
ACCOUNTABLE - Take ownership of our own work and our impact on others
COMMITTED - Share information and knowledge with others
RELATIONSHIP BUILDERS - Work effectively in our own teams but also involve others outside of our immediate teams or the University
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EXCELLENT
We strive for EXCELLENCE in all that we do in teaching, learning, research and knowledge exchange, as well as in the services we provide to students and to each other.

To enable us to be excellent, we seek to act in ways that are INCLUSIVE, INSPIRING, INNOVATIVE & COLLABORATIVE.
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