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	Job title
	Digital Systems Administrator -Culture House


	Salary, Grade and SCP

	Grade 4

	Service/Team

	Economic Development – Culture House 

	Responsible to
	Culture House Director


	Main purpose of job 
	Maintain and enhance the digital infrastructure systems across Sunderland's creative mart city delivery locations


	Key responsibilities 
	Administration and management of digital systems that facilitate a seamless and engaging experience for patrons accessing the Creative Smart City infrastructure.


	Key tasks 





	System Administration:
   - Monitor performance of all digital system, troubleshoot issues, and implement solutions to ensure high availability and reliability of digital resources.
   - Manage user accounts, permissions, and access controls for various digital platforms and services.
- Consider and apply AI functionality were appropriate
 Digital Infrastructure Management:
   - Oversee the integration and maintenance of digital tools such as, Culture House Website, library management systems, content management systems, and event management software.
   - Collaborate with ICT staff to ensure that all digital systems align with industry standards and best practices.
   - Coordinate with external vendors for software updates, licensing, and technical support. 
Technical Support and Training:
   - Provide technical support to staff and patrons regarding the use of digital systems and technologies.
   - Develop and deliver training sessions and materials for staff and community members to enhance their digital literacy.
   - Maintain documentation of system configurations, procedures, and user guides. 
Security and Compliance:
   - Implement and monitor security protocols to protect sensitive digital information and ensure compliance with data protection regulations.
   - Conduct regular system audits and assessments to identify vulnerabilities and recommend improvements.
 Project Management:
   - Participate in the planning and execution of technology-related projects, including system upgrades, migrations, and new software implementations.
   - Collaborate with cross-functional teams to identify technology needs and develop solutions that enhance the user experience.
   - Track project progress and report on outcomes, ensuring that projects are completed on time and within budget.
 Community Engagement and Outreach:
   - Support the development and implementation of digital programs and initiatives that engage the community and promote arts and culture.
   - Assist in the creation of digital content for marketing and communication purposes, including social media, newsletters, and website updates.
 Miscellaneous
  -Be a visible and collaborative team member, encouraging partnership working across the organisation. Collaborating with internal teams to develop audience-focused strategies and initiatives.
 -Be a self-starter capable of driving this important work forward with strong attention to detail and the ability to meet deadlines and work across different projects at any one time
 -Support financial transactions, such as processing invoices, tracking expenses, and reconciling accounts to support budget management and financial planning.

 - Assist with general operational responsibilities, such as maintaining organised files and records, and providing logistical support for projects and initiatives as required.

  -To positively represent the Economic Development – Culture House /Heritage, Museums & Arts. 


	Other duties/specific policies e.g. DBS

	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.
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