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JOB DESCRIPTION
	Post Title: Digital Inclusion and Engagement Officer


	Department: Business & Investment

	Post No: 

	Division/Section: Place Directorate

	Post Grade: 9

	Location: 3 Knowsley Place, community venues and hybrid working

	Post Hours: 37

	Special Conditions of Service: 
Extended flexi time scheme in operation.
The nature of the post will require the post holder to work flexibly dependent on the needs of the job. This may include occasionally attending events or meetings outside of normal working hours and working agilely from different offices, community venues or from home as appropriate.


	Purpose and Objectives of Post: 
A key priority for Bury Council and its Let’s Do it! strategy is to drive digital inclusion to give everyone the platform to engage and benefit from digital technology. 
The role will support all ages with multiple strands to raise the boroughs use of digital technology and raise awareness of the skills needed to access job roles in the sector and related sectors.  


	Accountable to: Service Manager - Business and Investment

	Immediately Responsible to: Service Manager - Business and Investment

	Immediately Responsible for: N/A
n/a

	Relationships: (Internal and External)
Internal
Teams and individual Officers of the Council.
External
Adult Skills Budget Training Providers, Bootcamp delivery organisations, Financial Institutions offering free to access digital support, Jobcentre Plus, Bury Voluntary, Community and Faith Sector, GMCA Digital Leads, Bury businesses, members of the general public, national and regional digital support organisations and other Local Authorities.


	Control of Resources: 
Responsible for equipment, including IT hardware and software, and materials used in carrying out duties.

To ensure levels of health, safety and welfare are maintained for the public, other employees and the post holder in carrying out their duties.
Duties/Responsibilities: 
· To coordinate digital inclusion initiatives across Bury and manage the Bury Digital Inclusion Group.   

· To coach and support individuals and small groups of residents to improve their digital skills, knowledge and confidence and encourage them to stay safe online.

· To recruit, train and support a small team of digital volunteers to assist you in this work, creating a network of Digital Champions in the borough.
· Represent Bury Council’s digital inclusion agenda at events, workshops and other opportunities to influence and promote the digital agenda. 

· Respond to digital inclusion enquiries, signposting residents to digital support services and online resources as appropriate. 
· Support the delivery, uptake and evaluation of digital projects and programmes as directed.
· Support the marketing strategy and communications relating to digital inclusion opportunities, including social media content, press releases and by attending community and online activities and generating case studies.  

· Be a positive digital inclusion ambassador, advocating and promoting the benefits of digital skills and training. 

· Identify and engage cohorts that are digitally excluded, providing basic advice and support to prospective digital learners, making onward referrals as appropriate.

· Supporting the delivery of Digital Inclusion activities, communicating and/or escalating issues and risks where necessary.
· Provide peer support to volunteers, colleagues and partners to encourage their involvement within the digital inclusion agenda.
· Offer basic IT support, linked to community digital activities, including setting up and resolving basic equipment, hardware and software issues as required.
· Support the rollout and promotion of locally commissioned digital inclusion activity.

· Help to develop and maintain relationships with partners, to grow digital champions across the borough, supporting residents to embrace and use digital technology.  
· Develop an understanding of local digital training opportunities and promote a pipeline of progressive learning to ensure residents can confidently move between the various stages of digital learning/support needs.
· Support the uptake, rollout and remote management of the Council’s tablet loan scheme.

General:
· Offer a polite, efficient and responsive service and deal with enquires and requests for information, both written and verbal, from a wide range of colleagues/customers.
· Providing clerical duties such as taking minutes, organising meetings, photocopying and scanning as directed.
· Inputting data into computer systems as required and maintaining records.
· Using Microsoft Office and other computer packages for word processing, spreadsheets and data base applications.

· Organising and attending meetings and other events when required.

· To behave and represent the Council and team in an appropriate manner which is polite and apply the Council’s Customer Care Policy when dealing with internal and external partners.


	· To undertake additional training offered for personal development.

· Collect and record evaluation data originating from digital activities.

	

	The above is a list of duties and responsibilities that are expected to be carried out as part of the service being provided. This list is not intended to be exhaustive, or limit in anyway what a member of staff might be required to do from time to time.


	Safeguarding:

As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

Equality Diversity and Inclusion:

Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

Health and Safety:

The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.

Where an employee is asked to undertake duties other than those specified directly in their job description, such duties shall be discussed with the employee concerned who may have their Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)
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PERSON SPECIFICATION
Digital Inclusion Ambassador

	SHORTLISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Experience of successfully supporting project outcomes
	(
	

	An ability to work with limited supervision and prioritise work accordingly
	(
	

	Competent using digital equipment, including solving basic IT issues
	(
	

	Good communication skills, including in person
	(
	

	Experience of working with partners to successfully reach common goals
	(
	

	Knowledge of the benefits of being digitally active
	
	(

	Competent in offering support direct to adult learners
	(
	

	Experience of setting up and attending community events
	(
	

	An ability to competently use Microsoft Office
	(
	

	Examples of supporting marketing activities, including social media
	(
	


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:
	ASSESSMENT METHOD
	CRITERIA

	Interview 
	Ability to offer basic digital support in person 

	Interview 
	Strong and clear verbal communication skills

	Interview 
	Experience of helping other people to learn new skills

	Interview
	Ability to work effectively as a member of a team

	Interview
	Ability to positively support the achievement and evaluation of project outcomes


