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	Directorate
	Resources

	Section/Location
	Human Resources

	Post Title
	Digital Skills Trainer

	Permanent/Temp
	Fixed term for 12 months

	Grade
	Grade 9

	Responsible to
	Organisation and Workforce Development Manager

	Responsible for
	

	Job Purpose

	Design and deliver learning interventions/learning campaigns to ensure that the workforce have the training that they need to become more confident and supported to work in a digitally enabled organisation.  Equip the workforce with the confidence and digital “know-how” so they are able to support our residents who need support to get online and access Government/ Local Authority digital services.  



	Job Content

	· Deliver how-to training and produce guidance materials on setting up and effectively use digital platforms
· To work collaboratively across teams and services to determine which programmes and materials are most appropriate the type of training/user education is required
· Identify and prioritise the development of training and support resources
· Create, maintain and improve training and support resources including written guidance, training course materials, training videos, e-learning courses and other multi-media
· Create training and support content across a variety of platforms.

· Deliver training to a variety of audiences with a wide range of technical expertise

· To undertake marketing of digital learning opportunities/learning campaigns across the Authority ensuring maximum benefit to the Council. 
· Organise and monitor the attendance at any training sessions and events, capturing and making improvements based on feedback.

· To be aware of advances in IT and training methods to provide up to date information.
· To support the OD/WFD Manager in monitoring and evaluating WFD programmes on an annual basis

· To ensure data relating to WFD is accurately collated and maintained.

· To provide advice and guidance to colleagues in respect of digital learning

· To contribute towards the development and continuous improvement of the HR service offered to customers
· Any other duties which are commensurate with the grade of the post.


	Performance standards

	Plans and organises work

· Plans and prioritises workload

· Monitors and plans workload
· Delivers on time and to requirements

Customer focused

· Develops services that are customer centred
· Understands demand management

Resolves problems
· Effectively analyses problems

· Tackles problems directly

· Reviews outcomes to inform future learning
Drives and facilitates change
· Is committed to and drive through change to support corporate aims
· Controls the change process to minimise detrimental impact and produce planned outcomes / benefits
Manages and develops self
· Looks for opportunities to develop and grow 
· Reviews own performance regularly and welcomes feedback

· Maintains awareness of new business thinking, tools and techniques

Communicates and Influences

· Considers the audience to effectively communicate 
· Listens actively and asks questions

· Clearly expresses points of view
· Actively maintains relationships with all stakeholders

· Persuasive (in writing and verbally) 
Demonstrates effective decision making

· Makes decisions and clear recommendations based on analysis of research and evidence
Values diversity

· Demonstrates commitment to fair treatment and equality

· Recognises and respects cultural differences

· Designs services to meet diverse needs
Uses ICT effectively

· Uses a broad range of ICT tools to improve service efficiency and communicate professionally to a range of audiences

· Applies knowledge management techniques


	Working conditions

	Office based at North Tyneside Council.

Ability to work flexible hours to attend meetings and conferences out of normal working hours, i.e. evenings and weekends.



	Factor


	Essential
	Desirable
	Assessment Means

	Skills and knowledge
	Excellent working knowledge of Microsoft products

Knowledge of a variety of mobile devices and software

Ability to develop course material of a high quality

Outstanding and confident communicator with all levels of IT users
Ability to adapt based on mixed group of abilities and changes to software
Excellent organisational, co-ordination and time management skills

Influencing skills

Excellent interpersonal skills, engaging and inspiring
Training expertise, recognising audience dynamics and how to create memorable delivery coupled with awareness as to delivery pace
Excellent IT skills in relation Microsoft products and multimedia applications e.g. video production
Teamworking


	
	Assessment

Assessment & application

	Qualifications and Training
	Educated to degree level with a professional qualification in relevant area of expertise

Teaching/training

Qualification

Evidence of continuing professional development


	A post graduate qualification related to Education, or IT 


	Application & interview

	Experience
	Delivering basic and intermediate digital skills training

Demonstrable time management, planning and organisational skills.

Experience of designing online and e-learning development solutions 
Building and maintaining effective working relationships with a wide range of people

Experience of contributing to the development of the organisation.


	Experience of project management
Experience of working with Learning Management Systems


	Application & interview

	Special Requirements
	May occasionally need to work unsocial hours as require including evenings and weekends. 


	
	Application & Interview
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