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Role Description for Digital Inclusion Officer


Reports to – Digital Project Manager


Job Purpose

· To support older adults to develop the skills and knowledge to use the internet.  To access information and activities thus combating loneliness and isolation, while supporting the ability to remain independent and connected with friends, family, and wider community.
· Deputy Management of digital related staff and departmental activity within: Communications, Befriending, Volunteering, Benefits Advice, Careline and Day Centres.
· To develop solutions to the digital divide and identify participants for online activities and learning initiatives.
· Training/coaching service users to use internet enabled devices in a group and/or 121 situations. e.g., tablet, iPad, iPhone etc. 
· Support the Digital Project Manager within the delivery of Digital Project's (GGG App updates and content).
· To administer tablet project device records and user data adhering to GDPR requirements and policies.
· To conduct questionnaires, surveys, and other data collection for evaluation of new and ongoing initiatives.



Main Tasks

Deputy Management

· To act as managerial cover in the absence of the Digital Manager (3 days per week).
· Ensure the Digital Team progress their Individual projects on a weekly basis.
· Report to the Digital Manager each Friday with a team update. 


Digital Training

· To identify and work with older adults individually and in groups to ensure they have the skills and knowledge they need to access the internet for activities and information.
· Provide advice to service users that need guidance in arranging their own home broadband/Wi-Fi which could include help negotiating with providers on their behalf. E.g., BT, EE, Virgin Media, Vodafone etc.
· Administration and stock management of GGG devices issued.
· Provide regular progress reporting and management information to Digital Project Manager.



Training Development

· To work with colleagues to support the development of the wider digital programme with research and input into design, delivery, and review. For example, working on the training content for new Digital Coffee Mornings.
· To proactively engage older adults in the co-production of new initiatives and to feed this into programme development.
· To promote GGG App to external agencies and groups to Increase usage.
· To work across GGG departments and ensure staff contribute to online content updates and Initiatives. 



Admin

· To ensure an adequate and robust referral system is operating for older adults to receive digital training and support.
· To ensure adequate and robust monitoring systems are in place for recording engagement in digital inclusion activities.
· To ensure digital inclusion workshops and other opportunities, including live consultations on the website/App for example, are promoted widely and in a timely manner across our networks.
· To use word-processing software for the production of correspondence and reports in accordance with relevant policy on confidentiality and data protection.
· To collect monitoring information, including outcomes and service user satisfaction surveys, to enable services and new initiatives to be evaluated.

General

· To develop good relationships, with all agencies, partners, and services and to ensure they work together for the benefit of older adults.
· To undertake other duties and responsibilities appropriate to the role.
· To co-ordinate the Digital Team in absence of Digital Project Manager, and support to ensure deadlines are met for funded objectives. 



Experience Required

· Managing a small team.
· IT skills to an upper /advanced level.
· Experience (preferred) of working on a 1-2-1 basis with a vulnerable and isolated client group.
· Experience (preferred) of delivering digital inclusion activities for older people in groups and individually.
· Experience of maintaining paper and electronic records and statistical data.
· Training/teaching experience.  
· Experience (preferred) of working with volunteers.

Knowledge and Understanding

· Understanding confidentiality policy and practice.
· Understanding and commitment to equal opportunities in practice.
· Understanding and commitment to empowering service users.
· Excellent understanding of user involvement and co-production.
· Knowledge of the challenges and issues of growing older in Glasgow.


Skills/ Attributes
 
· Excellent oral and written communication skills.
· Excellent numeracy.
· Proficiency with all common IT systems and databases.
· Excellent knowledge of conferencing software e.g., Zoom, Teams etc.
· Ability to work independently and collaboratively.
· Ability to work well under pressure.
· Comfortable working with learners delivering basic Digital training such as email, Skype, Social Media, and shopping. 
· Passionate about the positive effect that technology can bring to an older person's life.
· Have a basic understanding of how to stay safe online. 
· Able to use and demonstrate computers, tablets, and smartphones to search the internet safely.
· Sociable, personable, approachable, reliable, adaptable, and patient.
· Able to explain technology in simple terms understanding and accommodating of people’s interest and motivations for learning.
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