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	Job title
	Digital Inclusion Officer


	Salary, Grade and SCP

	Grade 3 (£26,403 to £28,142)


	Service/Team

	Smart City 

	Responsible to
	Digital Inclusion Lead


	Main purpose of job 
	To improve digital inclusion in Sunderland. 
It involves making sure everyone, no matter their situation, has the access, skills, support, and confidence to take part in and benefit from today’s digital world.


	Key responsibilities 
	Supporting Sunderland’s Smart City journey, which aims to create a digitally inclusive city where people can live, learn and earn, powered by next-generation connectivity to boost the economy and reduce digital exclusion. 
Working with the Smart Cities Team, the postholder will work with city partners, employees and residents to deliver the Council’s five key digital inclusion goals: provide access to devices and data, building digital skills and media literacy, improve digital confidence and safety, make digital services more accessible, and gathering evidence to inform future work.

	Key tasks 





	Access for Everyone
Deliver the device bank and databank services.
Build Digitals Skills and Confidence
Plan, coordinate and deliver accessible digital inclusion events, campaigns and community-based engagement activities, from set-up through to evaluation.
Design and deliver digital confidence and skills sessions and awareness activities. 
Support and monitor Digital Health Hubs access dashboards and service help desk. 
Organise Tech Mate volunteers to deliver digital confidence support to employees and digitally excluded people. 
Digital Services
Manage and develop communication tools, such as, Go Online website and e-newsletter, ensuring content aligns with strategic objectives.
Drive the adoption and optimisation of digital office technologies, productivity software and collaborative tools across services.  
Engagement
Engage and maintain partnerships with council services, and partners to support digital inclusion initiatives. 
Design, oversee and delivery research to identify best practice and areas of greatest need, with a focus on digital inclusion priority groups.
Champion and advocate for the Smart Cities agenda. 
Participate in digital change and transformation activities, supporting organisational objectives. 
Capture and input performance data.

	Other duties/specific policies e.g. DBS

	Contribute to the overall development of the service.  Being flexible in approach to be able to deliver what is required within the remit of the post and grade.

Keep update to date and adapt to changes in legislation development, technology and local priorities.

The post holder will be required to travel between different council and partner locations, as necessary.

The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council. 




Author:  Nicol McConnell
Date:  August 2026
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