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JOB TITLE:


Project Co-ordinator 
SALARY: 


£23,000 Pro Rata, 17.5 hours per week 
This post is funded for one year
LOCATION:


Maryhill Housing 
RESPONSIBLE TO:

Directors  
JOB PURPOSE:
To increase digital skills levels amongst customers in key Maryhill Housing properties – specifically those benefiting from the new Wi-Fi rollout. The post holder will create a range of exciting and engaging community-based learning opportunities to help customers develop the essential skills needed for life and work and increase awareness of the value of digital skills across the area; ensuring customers have more opportunities to participate in digital activity both in their own communities and beyond. 
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Develop and deliver exciting and creative community-based learning opportunities and workshops designed to engage and motivate new learners to develop essential digital skills. 
2. Effectively market learning opportunities to encourage people to join sessions.
3. Increase the quality and range of digital activities available to the chosen communities. 
4. Develop effective partnerships within communities, specifically with the third and public sector, and lead partnership meetings.
5. Engage with other key agencies leasing properties in the area such as Serco, Glasgow City Council and Quarriers.
6. Recruit, train and develop a network of digital champions.
7. Increase the number of people engaging in digital activity.
8. Increase participation amongst socially-excluded groups. 

9. Regular reporting on project outcomes and challenges.
10. Manage an IT equipment-lending library.
Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to the post may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not of themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
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ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates must be able to provide evidence of the following:-
1. EXPERIENCE
· An understanding of the correlation between digital and social exclusion. 

· Experience of delivering community-learning opportunities, in particular, engaging with hard-to-reach groups of learners.
· Experience of working in the third sector and, in particular, in community development.  
· Experience of digital tools and how to use them.
2. SKILLS/ATTRIBUTES GENERAL
· Excellent communication skills; both written and verbal.
· Ability to prioritise tasks, meet deadlines and work on own initiative; working as part of a dispersed team.
· Confident in using a range of digital and online tools for marketing (both online and offline).
3. SKILLS/ABILITIES SPECIFIC TO THE POST
· Experience of working in a person-centred way.
· Experience of delivering community-learning opportunities, and in particular engaging hard-to-reach groups of learners.
· The ability to co-ordinate and bring together a range of partners.
· The ability to engage with key partners and maintain good working relationships.
· Experience of working with speakers of languages other than English.
· Some knowledge in Slack, Trello and Appear.in to allow you to engage with our current systems.
4. INTERPERSONAL AND SOCIAL SKILLS
· Possess personal motivation, which inspires a strong commitment to working towards the concept of digital inclusion.
· Ability to work independently as part of a dispersed team.

· Enthusiastic and highly motivated with the ability to motivate others.

· Excellent interpersonal skills.

· Patience and a sense of humour to ensure learning environments are welcoming and inclusive.

· Ability to build trust and devolve responsibility and resources to partners/colleagues.

· Clear understanding of the benefits that digital skills can bring to all.

· Resilient and able to deal confidently with difficult challenges.

· Commitment to our values including promoting equality and diversity.
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Project Information
A community-centred approach: Maryhill DigiHub

Our Project Co-ordinator will be based in the Maryhill Housing community space, working closely with customers in a community setting, to create Maryhill DigiHub - a welcoming space where customers will receive support to develop essential digital skills. 

The community space will afford access to a device library, owned by Maryhill Housing, where people are supported to build their confidence with digital skills, working in a comfortable environment and taking learning at their own pace. 
In line with most recent Lloyds research, we will focus specifically on support for those groups most at risk of digital exclusion; including benefits claimants, those with financial capability issues, those aged 60+ and those with additional support needs.

In the course of the project, Mhor Collective will create locally-based learning opportunities such as:

· Digital Families

· Older and Online

· Getting started with social media

· Digital skills for employability and job-seeking

· Staying safe online

· Get to know your smartphone

· Digital health and wellbeing

· Digital storytelling
We will also offer a weekly drop-in service for those needing one-to-one information and support, and those who need digital assistance to access Maryhill Housing services. We will recruit and train volunteer digital champions.
We will also create and support a local partner’s network, led by Mhor and Maryhill Housing, with all interested third sector organisations and relevant public sector bodies. These partnerships will be vital for referral, skills sharing and identifying gaps. 

We will hold regular partnership meetings, which will allow a sharing of both skills and opportunities, bringing in external speakers and training where possible. We will look at creative ways to plug gaps and to work together to develop greater resilience in our digital inclusion work at a community level.  One of the aims of the network would be great sustainable solutions and opportunities for digital learning beyond the life of the project, ensuring customers can receive ongoing support. 

Using the skills assessment recommended by the Tech Partnership, we will support customers in self-assessing their own skills at the start of their engagement, allowing us to measure their progress as the project develops and assess the digital skills developed over a set period of time. 

We will provide bi-monthly project reports, including drop-in statistics, and four case studies. 

We will also provide partnership reporting, through partnership agreements, and hopefully evidencing local sign-up to Scotland’s Digital Charter.

