
Indicative grade 5/6

Example job title: Web Content Assistant, Digital Communications Assistant

Experiences
Activities and responsibilities likely to be required when working at this level

Drafting and formatting web content using CMS; Edit pictures for the web (ideally using Adobe Creative Suite or 
similar); Being a first point of contact for CMS; Collate and coordinate web content

Personal and professional development
Development options to consider when working towards this level

On the Job Learning
Familiarity with UCL 
guidelines (visual identity, 
and house style); Basic CMS 
use; Customer relationship 
management; CMA aware/
apply knowledge; Awareness 
of legislation relating to web 
content; ‘Writing for the web’. 

Interactions with others
Shadowing to learn about CAM/
Faculty activities;  Communities 
of Practice; Lunch and learn.

Formal training
‘Writing for the web’ training 
courses/plain English; CMS 
training course; Drupal training.

UCL Ways of Working for Professional Services
These describe expected behaviours in line with UCL culture and values.  
For further information, and more detailed indicators, search “UCL Ways for Working for Professional Services” on 
the UCL website. 

Personal Excellence
Being able to recognise and 
report bullying, harassment and 
discriminatory behaviour.

Serving colleague and 
stakeholder needs as efficiently 
and effectively as possible.

Being consistent and doing what 
you say you will do.

Planning effectively so that work 
is delivered and others are not 
delayed.

Working Together
Being a collaborative member of 
your team.

Actively seeking out feedback 
and opportunities to develop.

Building rapport and being 
comfortable talking to others.

Being open to feedback to 
improve the quality of your work.

Achieving Our Mission
¨





Indicative grade 8

Example job title: Digital Manager, Web Manager 

Experiences
Activities and responsibilities likely to be required when working at this level

Contribute to digital strategy; Content design and modelling; Create and disseminate content guidelines and policies/ 
governance; Design staff training programmes for web; Manage other content producers/managers and supplier 
relationships; implementing user research and UX best practice; Using Google Analytics to inform strategy; Project 
management and use of project management software; Apply knowledge of enterprise and open source CMS 
platforms (e.g. Drupal); Apply knowledge of information security and digital accessibility. 

Personal and professional development
Development options to consider when working towards this level

On the Job Learning
Expert user of CMS; 
Understanding of Agile 
development methodology.

Interactions with others
Represent web standards at 
senior levels and championing 
best practice; attending and 
speaking at relevant conferences; 
get involved with informal sharing 
with other HE institutions.

Formal training
UX training; Content design; 
Content strategy/taxonomy. 

UCL Ways of Working for Professional Services
These describe expected behaviours in line with UCL culture and values.  
For further information, and more detailed indicators, search “UCL Ways for Working for Professional Services” on 
the UCL website.

Personal Excellence
Responding proactively to 
the needs of colleagues and 
students.

Making inclusivity core to actions 
and decision-making for self and 
team.

Role-modelling an ability to 
balance work and personal 
needs.

Delivering on commitments to 
tasks and people.

Working Together
Listening closely, and speaking 
with clarity to colleagues, 
students and stakeholders to 
build rapport and credibility.

Sharing relevant knowledge and 
experience and encouraging 
those around you to do the same.

Empowering others by giving 
them freedom to act, and 
recognising their achievements.

Letting relevant colleagues, 
stakeholders and wider 
communities know what’s 
happening at all stages.

Achieving Our Mission
Demonstrating clarity about how 
your work fits into the wider UCL 
mission and what you can do to 
support the 2034 goals.

goals.






