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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Modern Workplace Digital Delivery Officer
GRADE:


Band 6
RESPONSIBLE TO:
Modern Workplace Programme Manager
Overall Objectives of the Post:

To help Council services and teams to redesign and improve business processes and outcomes through the effective deployment of Microsoft 365 (M365) tools and features as part of the Modern Workplace Programme. 

To collect and use data and measures to identify opportunities for improvement and to demonstrate the impact once changes and solutions have been implemented.  To contribute to the successful delivery of the Council’s Modern Workplace Programme, ICT and Digital Strategy and the 20 year vision of making South Tyneside an outstanding place to live, invest and bring up families.
Key Contacts:

Service Managers, Team Managers, Employees, Elected Members, Residents, Service Users, External Modern Workplace Partner, Other Partners and Suppliers.
Key Tasks of the Post:

1. You will help services and teams to identify and scope the opportunities for business change, service improvement, savings, efficiencies and other benefits arising from the effective adoption of M365 tools and features.  You will: 

· Run discovery sessions, business process mapping sessions, stakeholder sessions, workshops etc. to understand current ways of working, current and new requirements, challenges and issues.

· Collect and analyse data on current service delivery and performance, issues, challenges and opportunities.

2. You will help services and teams to change through the effective deployment of projects as part of the Modern Workplace Programme.  You will:

· Work with services and teams to redesign business processes and working practices to deliver service improvement, efficiencies and savings and optimise the functionality offered by M365. 

· Help services and teams to implement new or redesigned business processes and support them during implementation and the transition to ‘business as usual’.

· Work collaboratively with other teams and colleagues across the Digital and ICT Service and all stakeholders to resolve issues and problems and ensure a successful implementation.  

3. You will measure the usage, uptake and impact of the Modern Workplace Programme.  You will:

· Ensure the expected impact and benefits of projects are identified during the initial scoping of a project. 

· Develop appropriate measures (quantitative or qualitative) to demonstrate the ongoing impact of a project and support teams and services to collect this data on an ongoing basis.

· Collate and prepare reports and dashboards that demonstrate the uptake and impact of the Modern Workplace Programme on a team, service, group or corporately.

4. You will ensure that all data and information is managed securely and in line with all internal and external requirements.  You will:

· Ensure that data privacy and information security are the primary consideration in the Modern Workplace Programme, all digital and ICT projects and service delivery.

· Ensure that there is full compliance with the General Data Protection Regulations (GDPR), all other relevant legislation and compliance standards, and internal policies and procedures. 

5. You will contribute to the continued development and improvement of the Modern Workplace Programme and Digital and ICT Service.  You will: 

· Act as an ambassador for the service at all times.  Actively promote the benefits of digital and ICT solutions to the Council, Members, residents, service users, customers, partners and businesses. 

· Contribute to other projects within the service and across the Council as required.

· Play an active role in the development and success of the Digital and ICT service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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