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Job Description
	For HRU use only
	Ref: DBS3964


	Directorate
	Health, Education, Care and Safeguarding 

	Section/Location
	CYPL – Employment and Skills

	Post Title
	Digital Applications Assistant

	Permanent/Temp
	Permanent

	Grade
	6 SCP 12-15

	Responsible to
	Programme Manager

	Responsible for
	Developing and implementing relevant digital applications, support and training to enable the digital delivery of Employment and Skills Services. 

	Job Purpose

	To develop and support the transformation of North Tyneside Council Employment and Skills Service’s use of IT and digital applications within its service delivery to help meet the needs of staff and learner/clients’ needs. 

To maximise the use of digital technologies and adapt to and exploit changes in technology to assist in achieving the Employment and Skills Service vision and key priorities and to maximise productivity.
To lead the technical support and ICT developments for the Employment and Skills Team including the adult learning curriculum network, virtual learning environment and CRM for customer and employer relationships. To develop streaming, applications and technologies to support and widen access to teaching, learning and employment.


	Job Content

	· To develop the Employment and Skills Team’s use of ICT and digital technologies to ensure an effective service delivery that meets staff and learner/client needs 
· To maximise the use of digital technologies and adapt to and exploit changes in technology to assist in achieving the Employment and Skills Service vision and key priorities and to maximise productivity.
· To lead on ICT developments for the Employment and Skills Team including the adult learning curriculum network, virtual learning environment and CRM for customer and employer relationships

· To develop and manage relevant online support applications to deliver E&S services including current tools such as IO, Hanlon, Kudos, One File E-portfolio and BKSB

· To develop streaming, applications and technologies to support and widen access to teaching, learning and employment

· Develop and run a proactive programme of training in basic maintenance, using software and applications, and use of IT resources to support effective teaching and learning and to improve general levels of digital literacy, skills and confidence across the service
· To work as a digital champion - training and supporting colleagues to make the best use of technology-based productivity tools
· Maintaining and updating technical documents, relevant policies (e-safety etc.) and procedures when required
· To contribute to the team self-assessment and business improvement planning on matters related to ICT and digital and ensure the effective operation of the work

· To explore new and cost-effective tools to enhance service delivery and enable us to deliver our Digital Strategy through the embedding and delivery of digital skills

· To work with Managers and Staff across the service to identify needs and identify appropriate solutions

· To investigate replacement policies and development projects as required ensuring that our digital infrastructure and IT kit is fit for purpose for good and outstanding teaching and learning. Make recommendations to the leadership team for ICT investments

· To direct colleagues in the correct purchase of IT hardware and software as appropriate, ensuring procurement rules are adhered to. Contribute to the preparation and submission of small-scale funding applications for ICT resources

· To work with developers to implement new tools maximising value for money; administering and developing the curriculum network and liaising with ICT Services and external suppliers on hardware, software and other issues 
· Liaise, monitor and work with IT supplier’s staff to perform work to ensure and maintain our service’s quality standards and operating procedures
· To respond proactively to installations, updates and upgrades as required and keep staff and learners up to date with changes 

· To deliver or arrange training to implement new tools and ensure this is relevant and kept up to date  

· To carry out regular ICT surveys and schedule of regular maintenance, making recommendations for improvement as required

· To ensure the ICT Acceptable Use Policy is up to date and fit for purpose. Ensure that appropriate checking against the policy is in place. To support evidence gathering where breaches of the policy are suspected and to ensure confidentiality with the investigating officer and appropriate Managers
· To research and develop learner and staff information on e-safety and any related relevant subjects. Proactively promote information online and in learning environments. Advise staff and learners of current trends, threats and opportunities in technology developments.



	Performance standards

	The post-holder will be accountable for:

· Investigating and implementing effective IT and digital applications for the North Tyneside Employment and Skills Service
· Developing and implementing an effective use of ICT across the Employment and Skills Service
· Ensuring data security and integrity at all times in the use of ICT
· Working in a manner that promotes equality of opportunity and partnership working.


	Working conditions

	The role will be office-based, but will involve travelling to meetings, usually within the Tyne & Wear geographical area during working hours.

The job-holder will therefore require access to appropriate transport during working hours.
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