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Content Operations Manager

	Job details 

	Directorate: 
	Membership and External Affairs

	Department: 
	
Membership Experience
	Team:
	Content & Digital

	Grade: 
	Specialist  B
	Reports to:
	Head of Content & Digital 

	Line management responsibilities:
	Yes
	Location:
	London


Role overview
	The Content Operations Manager runs the planning system that connects content work across the Law Society. 
This is the function that makes content planning, prioritisation and coordination work well across teams. 
It ensures that what we produce starts both from what members need and has been agreed during the Business Planning cycle and adds up to more than the sum of its parts.
Reporting to the Head of Content & Digital, the manager facilitates the quarterly priority-setting rhythm, manages the shared cross-team planner and the content briefing and triage process, and is the working-level contact for teams across the organisation. 
The Content Operations Manager will be responsible for editorial judgement, process rigour and the confidence to facilitate senior groups.
Note: this isn't a content-producing role.



Core duties of the role:
The post holder will:
	· Manage the shared cross-team planner as the single, trusted view of what content is being produced across the organisation, for whom and when.
· Facilitate the quarterly priority-setting rhythm: prepare and lead content planning sessions, help teams reach agreed priorities, and make sure decisions are recorded and visible.
· Use the planner to surface delays and cross-team blockers early, convening the right people or escalating as needed to keep work moving – without taking delivery off the teams who own it.
· Own the content briefing and triage process, so work enters the system with a clear audience, purpose and owner.
· Maintain consistent standards for how content moves from brief to publication across formats and teams.
· Map and improve the workflows content runs through, using the planning tools  working with IT/Data to enable automation as necessary.
· Act as the working-level point of contact for content planning across missions and teams, building the relationships that keep the system trusted and used.
· Make sure planning decisions start from member/business need, keeping the audience segment views front and centre in how priorities are set.
· Provide evidence of what each quarter's choices achieves, drawing together reporting produced by the data team and our own digital analytics capability rather than building new reporting.
· Provide a fair and transparent way of deciding when priorities compete, so shared priorities are set by agreement rather than by whoever's deadline is loudest.
· Line manage the Content Operations Executive, setting clear priorities and supporting their development.
· Champion the function across the organisation, helping teams understand what Content Operations does (and doesn't do), so it's used as a service rather than seen as a gatekeeper.
· Support the Head of Content & Digital on wider content operations and planning work as required.



Skills and attributes:

	 Criteria (knowledge, skills and attributes)
	Assessment stage

	Experience running an editorial or content planning process across more than one team or function. (Essential)
	Application Form
	Confident facilitation, including preparing and leading planning or prioritisation sessions with senior colleagues. (Essential)
	Interview

	Sound editorial judgement, able to weigh content by audience, purpose and priority. (Essential)
	Application Form
	Strong organisational and process skills, including keeping shared systems accurate and current. (Essential)
	Application Form
	Building trusted relationships and negotiating with stakeholders across a complex organisation. (Essential)
	Interview
	Experience of line management, or the readiness and appetite to take it on. (Essential)
	Interview
	Highly collaborative, self-motivated and comfortable working across team boundaries. (Essential)
	Interview
	Understanding of audience segmentation and how insight shapes content planning. (Desirable)
	Application Form
	Comfort with planning and workflow tools (such as SharePoint Lists, Planner or Trello), and an appetite to improve process, including using automation where it helps. (Desirable)
	Application Form
	Knowledge of the legal profession, or experience in a membership or professional body. (Desirable)
	Interview


Organisational chart
	Content Operations Executive
Head of Content & Digital
Web Lead
Content Operations Manager
Social Media & Communities Lead
Content Lead
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