JOB DESCRIPTION

Job title: Website Project Manager - Bromley by Bow Centre
Service: Digital Marketing

Salary: Grade 3 (Upper) Point 24

Hours: 22.5 hours per week (Part-time)

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

Responsible fo: 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. In 2026, the Bromley by Bow Centre (BBBC) merged with Family Action,
bringing with it an established website and a wide range of digital content
(https://www.bbbc.org.uk/).

Following a comprehensive digital audit, we are embarking on a project to refire the BBBC website
and migrate content fo the Family Action website. We are looking for an organised and
experienced Project Manager fo lead this work, ensuring content is reviewed, migrated and
redirected effectively while maintaining a positive user experience.

The Bromley by Bow Centre is a long-established community charity delivering more than 40
services and activities, including social prescribing, health and wellbeing programmes, housing,
benefits and debt advice. This role offers a unique opportunity to support the digital integration of a
highly respected organisation and help shape its digital presence within Family Action.

Key tasks and responsibilities:

1. End to end management of the closure of BBBC website, including:
a. Content review and prioritisation phase (both written and video content)
b. Technical requirements considered & planned
. Re-writing of content if needed and liaison with Family Acfion web team
d. Closure planning, including redirects, DNS changes (through IT) & hosting
arrangements

2. Utilise knowledge of website structures to plan the closure of the BBBC website, with
regular feedback and reporting to the Senior Website & Digital Content Manager & the
BBBC team

3. Provide a clear content migration plan with a hierarchy of content and any edits required

4. Work with the stakeholders for editing and approval of content to be migrated
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5. Work with the Family Action web team to ensure BBBC presence on family-action.org.uk is
accurate, well-presented and user-focused

6. Work with IT fo ensure smooth re-directs and DNS changes

7. Ensure website closure within agreed timeframes

Person Specification
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Education, Quadlifications & Background

1 | A qudlification in digital marketing or website management or associated J

disciplines would be beneficial

Experience]|

2 | Demonstrable experience of working with websites v

3 | Experience of content management systems (in particular WordPress) v

4 | Experience of working with and communicating effectively with stakeholders N4

5 | Experience of working in the non-profit sector in a digital/communications role v

Knowledge & Skills
6 | Anunderstanding of the technical considerations for closing a website J
7 | An understanding of writing for web with a proven ability to review, edit and |
rewrite website content, ensuring content is SEO and GEO optimised, fechnically
compliant, and positioned to maximise search visibility and user engagement
8 | An understanding of Web Content Accessibility Guidelines (WCAG) 2.2 level |
requirements
9 | High attention to detail in all areas of web, content development & |
communication
10 | Ability to review & edit confent for different audiences, working with arange of |
stakeholders, subject matter experts and within a robust governance
architecture
11 | Strong written and verbal communications skills N4
12 | Excellent organisational & planning skills, as well as excellent IT skills and the |
ability to organise workload and manage a project from end to end
Values
13 | Able to evidence Family Action’s values at all times, which underpin our v
mission of ‘building stronger families’ by:

e Being people focused

e Reflecting a’can do’ approach

e Striving for excellence in everything we do

e Having mutual respect for everyone we work with, work for and

support through our services
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15 | 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.

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

17 | Aninterestin society and supporting disadvantaged and vulnerable families

18 | An understanding and commitment fo the importance of engaging in your
own supervision and the benefits of reflective practice.

19 | Work flexibly as may be required by the needs of the role and carry out any
other reasonable duties as required.

In addition

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