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Thank you for your interest in the role of Digital Content Co-ordinator at the Geological Society.  

We are looking for an individual to shape and oversee the Society’s web and newsletter presence. 
The individual will be responsible for ensuring that website content is current, coherent and 
comprehensive and curating the Society’s e-newsletter, which is sent to over 9,000 subscribers 

This is a great opportunity for a compentant professional to contribute to the successful delivery of 
the Geological Society’s 2017-27 strategy. You will be guaranteed a challenging and rewarding 
experience within an internationally renowned and respected organisation. You will work with a team 
of highly committed and skilled staff and a Council of trustees, who will support you in leading and 
developing the communications functions needed the underpin future success.  

We look forward to hearing from you. 

Alicia Newton, Director of Science and Communications 

September 2020 
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About us 
 
The Geological Society of London aims to improve knowledge and understanding of the Earth, to 

promote Earth science education and awareness, and to support professional excellence in the work of 

Earth scientists for the public good. Founded in 1807, it is the oldest national geological society in the 

world and is both a professional body and a learned society.  

Today, the Geological Society is a world-leading communicator of Earth science through its scholarly 

publishing, library and information services, cutting-edge scientific conferences, education activities and 

public outreach. It also provides impartial scientific information and evidence to support policy-making 

and public debate. 

The Geological Society is the UK’s professional body for Earth sciences and has a membership 

(Fellowship) of over 12,000. Membership is growing year-on-year and, amongst younger members, 

gender balance is good. More than 2,000 of its members (Fellows) live overseas, with a strong presence 

in Hong Kong. Approximately 3,000 are Chartered Geologists or Chartered Scientists - professionals who 

have demonstrated a high level of technical competence in their field and a commitment to professional 

ethics. The Society is licensed by the European Federation of Geologists to award the title of European 

Geologist and works with partner bodies in the UK to maintain specialist professional registers. It also 

accredits undergraduate and MSc degree programmes, and in-house professional training schemes 

provided by employers.  

The Geological Society organises scientific conferences and events in London and across the UK. It 

publishes a range of internationally recognised scientific journals and thematic volumes that are 

available online and in print to its members and to libraries worldwide (www.lyellcollection.org). The 

Society has built a reputation for providing policy-makers with impartial and authoritative input and 

advice based on sound science, including potentially contentious issues such as shale gas, radioactive 

waste, and mineral extraction (www.geolsoc.org.uk/geology-for-society).   

The Society is a registered charity, with an annual turnover of nearly £6 Million, a balance sheet of £9 

Million, and a staff of around 60 located in London and Bath. 

Our strategy    
 
The Geological Society’s 2017-27 strategy can be found at http://www.geolsoc.org.uk/strategy, and our 

latest Annual Review is at http://www.geolsoc.org.uk/annualreview. Embedded within this strategy are 

the Society’s values:  

 

‘All that we do is underpinned by scientific excellence, professional and ethical integrity, and quality of 

service. To that end: 

• We strive to be impartial, authoritative, trustworthy and transparent, 

• We promote diversity, equality, inclusion and respect for others across the geoscience 

community, 

• We promote social and environmental sustainability, responsibility and stewardship, and 

• We seek opportunities to work collaboratively, and aim to be recognised as a valued partner’. 

 

http://www.lyellcollection.org)/
http://www.geolsoc.org.uk/geology-for-society
http://www.geolsoc.org.uk/strategy
http://www.geolsoc.org.uk/annualreview
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The Geological Society’s people 
 
The Society is governed by a 23-strong Council of trustees representing the wider membership.  The 

Council is led and chaired by the President, who is elected for a two-year term.  Four honorary 

secretaries and up to three Vice-Presidents from within Council are responsible for key areas of activity, 

working with the staff, committees and others. 

Volunteers from the Society’s 12,000 members play an essential role in running the Society and 

delivering its activities, working in partnership with the staff, from participation in committees and 

working groups to convening conferences, editing publications, communication and outreach work. 

The Senior Leadership Team consists of the Executive Secretary and three Directors: 

 

• Executive Secretary – responsible for delivery of the 2017-27 strategy and for the leadership and 

management of the staff at Burlington House in London and at the Publishing House in Bath, 

• Director of Finance & Operations– responsible for finance, membership, facilities, health and 

safety, information systems and human resources functions, 

• Director of Science & Communications – responsible for science, policy, education, external 

communication, and conferences/events, and 

• Director of Publishing – responsible for the Society’s scientific publishing operations based in 

Bath. 

 
 
 
  



 

5 

 

Role profile 

 

Role:   Digital Content Co-ordinator  

Salary:   c. £30,000 pro rata, commensurate with experience  

Reports to:  Policy and Outreach Officer 

Contract:  Permanent, 0.6 FTE 

Location:  Burlington House, Piccadilly, London or remote 

 

The Digital Content Co-ordinator is responsible for overseeing the Geological Society’s website and main 
newsletter, sent out every two weeks to around 9,000 subscribers. They will ensure website content is 
current, coherent and comprehensive, working with colleagues across the organisation as well as site 
editors from among our membership. They will provide training and support to site editors, work with 
colleagues to ensure key projects are communicated effectively and act as a primary contact for website 
user queries/problems.  
 
In this role you will:  

• Oversee the sourcing and updating of content for the Geological Society website 

(www.geolsoc.org.uk), working with colleagues to ensure that it is current, coherent and 

comprehensive. 

• Moderate the style and content of web pages across the site, proof reading content and 

maintaining a consistent look and feel.  

• Assist and support staff and other website editors (including Specialist and Regional Group 

representatives) in using the Sitecore CMS, including providing CMS and related training. 

• Gather and edit material for the Society’s biweekly email newsletter and occasional additional 

newsletters, and manage distribution lists.  

• Write and maintain user documentation for CMS and other aspects of the website, including 

help pages. 

• Source images and produce graphics for use on website and newsletters. 

• Act as primary contact for website user queries/problems, and distribute other queries to 

appropriate staff. 

 
Person specification  
 
Candidates for the role will be required to demonstrate a range of skills, competencies and abilities for 
the post. An ability to communicate effectively and diplomatically, both verbally and in writing, with a 
wide variety of website users with varied levels of capability at using websites and online systems, is 
essential. The successful candidate will have high levels of attention to detail, effective time 
management skills and the ability to prioritise and manage a variety of projects/work across teams.  
 
Experience/knowledge:  

• Graduate or equivalent experience 

• Proven experience of working with websites, including managing and sourcing of content. 
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• Experience of working with a CMS (Content Management System) is essential – knowledge of 

Sitecore is desirable.  

• Experience using analytics platforms to analyse user journeys and behaviour, and improve 

content to match user needs. 

• High IT literacy and experience with common software such as Microsoft Office. 

• Image editing/Photoshop skills.  

• Excellent written and verbal communication skills along with high levels of accuracy and 

attention to detail. 

• Strong visual/creative ability – must have an eye for a good page layout and effective use of 

images. 

• Excellent time management and ability to work to deadlines, prioritising work accordingly. 

• Strong analytical skills and problem solving abilities. 

• Proactive and delivery focused. 

• Good team working skills.  

How to apply 
 
To apply for this position, please forward a copy of your CV together with a cover letter to 

recruitment@geolsoc.org.uk. Please ensure that your cover letter fully addresses the appointment 

criteria in the person specification. 

Due to the current pandemic, we plan to hold interviews remotely, either using Zoom or Skype. 

Finally, please ensure that you have included your contact number, as well as dates when you will not be 

available or might have difficulty with the indicative timetable. 

The Society is an equal opportunities employer. The post-holder will be expected to adhere to and 
support the Society’s commitment to diversity, equality and inclusion. 
 

  
RECRUITMENT TIMETABLE 

 
Closing date for applications:   15 October 2020    

 
               Interviews:      Late October 2020  

 
   These dates may be subject to change and applicants will be advised in advance should this happen. 
 

 
 
Queries 
 
If you have any queries on any aspect of the appointment process, or need additional information, 
please contact Dr Alicia Newton, alicia.newton@geolsoc.org.uk.  
 

mailto:recruitment@geolsoc.org.uk
mailto:alicia.newton@geolsoc.org.uk
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