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Job Description
Job Title: Digital Inclusion Officer 
Hours: 16 p/w
Rate of Pay: £15 per hour
Contract Duration: Fixed Term Contract- ending 31st December 2025
Location: Connect Centre, 39 Wellhouse Crescent, G33 4HG and The Connie, 39 Conisborough Road, G34 9QN

Role Overview
Funded by The National Lottery Cost of Living Fund, this role focuses on supporting those with varied digital skills to overcome challenges associated with the cost-of-living crisis. This project offers free and tailored help to complete beginners or those looking to improve their digital skills. Aiming to improve the confidence of our participants in using a wide variety of services online- banking, NHS, job searching and more. 
You will work alongside our Welfare Rights and Employability teams utilising a joined-up approach to provide a well-rounded and inclusive service, ensuring clients are aware of and are accessing other services where required. 
You will have experience of providing informal learning experiences to people in communities (paid or voluntary). You will have a sound understanding of the barriers to digital inclusion and have relevant experience to support participants to overcome these. You will be enthusiastic about the benefits that digital services and equipment can have on improving and enhancing lives. Experience of using a variety of digital equipment, software, and the internet and the ability to support people to use digital at a basic level.
A PVG is required for this role. 

Role Responsibilities 
· To identify and collaborate with local people individually and in groups to develop the skills and knowledge they need to access the internet for activities and essential information or services. 
· To ensure an adequate referral system is operating for people to receive digital training and support.
· To use the Upshot monitoring system for recording engagement in digital inclusion activities.
· To ensure digital inclusion workshops and other opportunities, including consultations are promoted widely and in a timely manner across networks.
· To consult with people on their digital needs and use this to actively support the development of new learning opportunities.
· To work jointly with other organisations/networks encouraging an integrated programmes and activities
· To undertake relevant administration tasks
· Ensure health and safety is adhered to at all times.
· Undertake any other relevant duties as delegated by CEO. 

 Person Specification
· Knowledgeable and enthusiastic about digital inclusion and community engagement.
· Confident communicator with excellent verbal and written communication skills.
· Strong organisational skills and the ability to proactively solve problems and share findings and developments.
· Experience of delivering training sessions.
· Demonstratable experience of building positive and effectual working relationships with colleagues, clients, project partners and stakeholders.
· Ability to develop activities and programmes tailored to specific needs.
· IT literate with a high level of competency in the use of digital technology and the ability to provide digital support on online services and technology to people with a wide range of abilities.
· Experience of using Office365 package
· Knowledge and experience of using several types of devices; smartphones, tablets. PCs, laptops etc
· Ability to remain calm during times of change whilst adapting the service and communicating service developments in a timely manner.
· Committed to personal and professional development and able to give and receive feedback objectively and sensitively.
 
image1.jpeg
CONNECT
COMMUNITY TRUST

Movinaisnard toqether




