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JOB DESCRIPTION

Digital Access Worker
	
	

	
	

	Role:
	Responsible for delivering a digital access support service and producing two guides, one practical, the other legal/advisory.

	
	

	Duties
	1.  Main Duties

· Providing digital access for clients and communities dependent on their assessed needs for 17.5 hours per week in the rural areas of East Lothian and 17.5 hours in Musselburgh and district.
· Training bureau advisers and other relevant agencies to assist clients with digital access.
· Work with local communities (including communities of interest) with development support for digital and IT Projects
· Work with self employed clients supporting them with digital engagement 
· Research, draft and publish; (i) an updateable support guide for advisers to assist clients with digital access (ii) A users guide to digital rights
· Publish a final report on the projects development 
· Provide reports as required by the Manager, funders and other interested parties


	
	Other Duties

· Work closely with Session Supervisor and other staff to train and support advisers.
· Completion of weekly timesheets as required by funder.

	
	

	
	

	
	


Basic Terms and conditions
Post subject to satisfactory references

Salary:


£27,600
Hours:
Monday to Friday, full time (35hrs)
Out of hours work may occasionally be required.
Probation period:
Three Months 

Pension:
A workplace pension scheme is in place.

7% employer contribution, minimum 1% employee contribution.
Holiday:


40 days per annum including public holidays

Digital Access Worker – Person Specification

	Experience
	Essential
	Desirable

	
	Experience of web development or leading edge IT adoption

	Previous IT related project management experience


	
	Legal, advice or community work background


	Experience of working in a client focussed environment


	
	Excellent research and written production background 
	Experience of the charity sector 


	
	
	

	
	
	

	Skills and Knowledge
	Leading edge knowledge and experience of digital applications
	IT support qualifications 


	
	Worked in an advice or community work setting
	Legal, advice, or community work qualifications

	
	Clean Driving licence
	Skilled public speaker


	Personal Qualities
	Strong organisational skills
	Friendly and personable manner when dealing with the public


	
	Highly numerate and IT literate
	Flexible approach to the job tasks and routine


	
	Ability to plan and prioritise work and deliver to deadlines
	Understanding of the role of volunteers and the important contribution they make to the community



	
	Ability to work as part of a team
	Creative thinker and problem solver


	Other
	Delivery of a high standard of work and customer service
	

	
	
	


The post will necessitate travel throughout East Lothian, a car is therefore essential.
Haddington Citizens Advice Bureau is registered as a Scottish charity (Charity No SC000814) and is a company limited by guarantee (Company No SC374255) with its registered office at 44A-46 Court Street, Haddington, East Lothian, EH41 3NP
Tel:  01620 824471;  Fax:  01620 822390

Email:  cab@haddingtoncab.casonline.org.uk

Website: www.haddingtoncab.co.uk

24 hour advice:  www.adviceguide.org.uk
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