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JOB DESCRIPTION 
 
Job title: Website Project Manager  
 
Service: Digital Marketing  
 
Salary: Grade 4 (Lower) Point 29 - 33 
 

Hours: 30 hours per week (Part-time) - 7-month contract  

 

Location: Home-based but within 200 miles of London for ad-hoc travel to Head Office 

 

Responsible to: Senior Website & Digital Content Manager              
 

Summary of job: 
 

Family Action is a national charity that supports people through change, challenge and crisis 
across England and Wales. Its adoption support agency, PAC-UK, which became part of Family 
Action in 2018, provides specialist support to all parties affected by adoption and other 
permanency arrangements. 

While PAC-UK's core service information is now available through the Family Action website, it 
continues to operate three dedicated service websites: FamilyConnect, Special Guardianship 
Support Services and Adopteens, each providing tailored information and resources for their 
respective audiences. 
 
Following the successful extension of funding for the FamilyConnect service, Family Action is 
investing in the development of a new FamilyConnect website to deliver a more accessible, user-
centred and sustainable digital experience. 

FamilyConnect provides information, resources and support for adopted adults, care-experienced 
adults, birth parents, relatives affected by adoption and the professionals who work alongside 
them: www.familyconnect.org.uk 

This is an exciting opportunity to join Family Action and lead the delivery of a new FamilyConnect 
website that will strengthen the digital presence of this vital service. The successful candidate will 
play a key role in creating an inclusive, accessible and engaging online experience that helps 
people access trusted information and support throughout complex and often life-changing 
adoption journeys. 

 

 
Key tasks and responsibilities: 

 

1. End to end management of the Family Connect web build, including: 
a. Planning phase to inform the brief, project objectives and KPIs 
b. Discovery with stakeholders to develop information architecture, taxonomy and 

user journeys  



 

© Copyright 2017 Family Action. All rights reserved. 

Any unauthorised use or copying will constitute an infringement of copyright 

 

c. Working with the agency on the design & build phases of the website 
development  

d. Conducting a content review process to update and refresh existing content and 
plan new content 

e. Thorough testing & launch planning 
 

2. Utilise project management methodologies with regular feedback and reporting to the 
Senior Website & Digital Content Manager, the PAC-UK team and others as required  
 

3. Design and deliver consultation workshops with key stakeholders to ensure needs are 
met, including co-production with service users 
 

4. Work with our agency to ensure they are briefed thoroughly and understand the build 
requirements which will come out of the discovery process 
 

5. Ensure the site meets WCAG 2.2 AA accessibility standards where possible 
 

6. Review and edit content where needed and manage the co-production of new content 
with stakeholders 
 

7. Facilitate specific functionality requirements such as appointment booking and integration 
with PAC-UK helpline and web chat 

 
8. Work to an agreed timeline for an efficient delivery within 4-6 months from start to finish 

 

9. Manage project delivery against the agreed budget, ensuring objectives are achieved on 
schedule and within budget 
 

10. Set up tracking and reporting to be able to monitor reach, engagement and measure key 
objectives 

 

 

Person Specification  

 

Requirements  
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Education, Qualifications & Background  

1  A qualification in digital marketing or associated disciplines would be 
beneficial 

 ✓ 

Experience  

2 Demonstrable experience of project managing website builds and 
development within complex organisations 

✓  

3 Strong knowledge and experience of content management systems (in 
particular WordPress), SEO, digital analytics platforms, data capture, 
monitoring and tracking  

✓  
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4 Experience of using tools such as Google Analytics, Google Tag Manager, 
Google Trends and Google Search Console to plan, measure and evaluate 
content performance 

 ✓ 

5 Experience of working across teams and managing work in pressurised 
situations without sacrificing quality of work, attention to detail or courtesy.  

✓  

6 Experience of managing digital agencies and suppliers ✓  

7 Experience of working in the non-profit sector in a digital/communications 
role 
 

 ✓ 

Knowledge & Skills  

8 In depth knowledge of delivering outstanding website user journeys and user 
experience  

✓  

9 An understanding of Web Content Accessibility Guidelines (WCAG) 2.2 level 
requirements  

✓  

10 An understanding of digital design principles and the ability to recognise 
effective creative 

✓  

11 High attention to detail in all areas of web, content development & 
communication 

✓  

12 Ability to review & manage content generation, working with a range of 
stakeholders, subject matter experts and service users, and within a robust 
governance architecture 

✓ 

 

 

13 Strong written and verbal communications skills – in particular, the ability to 
summarise specialist subject matter in plain English and present 
appropriately for digital channels and different audiences 

✓  

14 Excellent research, insight and data skills with the ability to analyse and 
present information to senior stakeholders 

 ✓ 

15 Excellent organisational & planning skills, as well as excellent IT skills and 
the ability to organise workload and meet competing priorities. 

✓  

16 Ability to work outside of regular business hours and to be flexible to meet 
the needs of the role 

 ✓ 

Values 

17 Able to evidence Family Action’s values at all times, which underpin our 
mission of ‘building stronger families’ by:  

• Being people focused  

• Reflecting a ’can do’ approach  

• Striving for excellence in everything we do  

• Having mutual respect for everyone we work with, work for and 
support through our services  

✓  

18 Be committed to equal opportunities and uphold and comply with Family 
Action’s Equality, Diversity & Inclusion policy in all aspects of your work, 
promoting its principles amongst colleagues, service users and other 
members of the community.  

✓  

19 An interest in society and supporting disadvantaged and vulnerable 
families 

✓  

20 An understanding and commitment to the importance of engaging in your 
own supervision and the benefits of reflective practice. 

✓  

In addition 
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21 Willing to travel to London for occasional strategic or stakeholder in person 
meetings. Travel costs will be paid by the organisation. 

✓  

22 Be able to evidence Family Action’s values at all times, which underpin our 
mission & values (family-action.org.uk/about-family-action/) by: 

• Being people focused 

• Reflecting a ‘can do’ approach 

• Striving for excellence in everything we do 

• Having mutual respect for everyone we work with, work for 
and support through our services 

 

✓ 

 

 

23 Embrace and implement Family Action’s Equality & Diversity Policy in every 
aspect of your work and positively promote its principles amongst 
colleagues, service users and other members of the community. 
 

✓ 

 

 

24 Comply with Family Action’s Health and Safety and Data Protection policies 
and protect your own and others’ health, safety and welfare. 

 
 

✓ 

 

 

 
 

 
 

 
 
 

 
 
 

 

https://family-action.org.uk/about-family-action/

