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JOB DESCRIPTION

TITLE OF POST  
Digital Project Coordinator
REPORTS TO

Group Services Manager
HOURS


37 Hours per week
GRADE


SCP 21 £10.31 ph
BASE FOR WORK

Baneswell Road Newport
JOB PURPOSE 
To successfully manage the IT and Digital infrastructure within the organisation and coordinate the Digital Inclusion Service for people aged 50+ throughout Gwent. To transform and oversee Age Cymru Gwent’s Website and Social Media accounts allocating tasks as appropriate.
KEY RESPONSIBILITIES
· Being the “Go To” and problem solving person for any IT or digital queries throughout the organisation and liaise with relevant contractors to resolve issues.
· Allocate IT equipment and resources to staff and volunteers as required ensuring equipment audits are maintained.

· To lead on overseeing the Age Cymru Gwent’s Website and Social media accounts, delegating updates and changes to relevant staff into order to increase the organisations social media footprint.
· Be the Brand Champion for the organization.
· Promote the Digital Inclusion service to develop sustainable relationships with stakeholders in the local area.

· Keep abreast of both local and national digital services and initiatives, identifying gaps in service provision.

· Promote the Digital Inclusion Service throughout Gwent, including delivering and facilitating talks, presentations and attending events.

· Manage and support a paid Digital Champion to carry out their role.

· Promote and recruit a cohort of Volunteer Digital Champions in the local area.
· Work with operational teams to embed person centred digital support into conversations with clients.

· Monitor the Digital training needs of staff and volunteers, providing a programme of training as and where identified and widening digital participation throughout the organisation.
· Collate accurate data and complete monitoring reporting requirements.
GENERAL RESPONSIBILITIES:

· Comply with the organisation’s policies and procedures.

· Perform other tasks associated with the Job Description as delegated by the Group Services Manager.
· Undertake any training deemed necessary for the role (safeguarding, data protection, etc.)

	Person Specification


	Requirement
	Essential/

Desirable
	How tested

	Education and Training
	
	

	A good standard of general education
	E
	Application

	IT literacy by qualification
	D
	Application

	IT knowledge and literacy by experience
	E
	Application

	Knowledge and Skills 
	
	

	Excellent practical IT skills in a working environment including using websites and social media.
	E
	Application and interview

	Keen understanding of issues facing
older people relating to Digital Exclusion
	E
	Application and interview

	Proactive, creative and flexible approach to identifying and taking forward opportunities, shaping new ideas and partnerships.
	E

	Application and interview



	Ability to analyse and solve problems
	E
	Application and interview

	Ability to design and deliver workable

partnerships and projects with a good knowledge of statutory, voluntary and private sectors in relation to service provision for older people
	E
	Application and interview

	Excellent organisational and planning skills with the ability to plan and prioritise own workload to meet deadlines, using own initiative as appropriate
	E
	Interview

	Excellent communication skills including both verbal and written, with a wide range of audiences at all levels, through a variety of means
	E
	Application and Interview

	Ability to present confidently and effectively
	E
	Application and interview

	Ability to influence, negotiate and facilitate both internally and externally as necessary
	E
	Application and interview

	Excellent team working and interpersonal skills with proven ability to network and build effective working relationships and partnerships.
	E
	Application and interview

	Decision making skills
	E
	Application and interview

	A commitment to high standards in own and others’ work with a strong attention to detail
	E
	Application and interview

	Practical commitment to user and needs-led services and to a collaborative approach to service development
	E
	Application and interview

	Experience
	
	

	Track record of successful project management within a fast paced, complex organisation
	E
	Application and interview

	Experience of managing IT and/or Digital Inclusion services
	D
	Application and interview

	Project design delivery and business planning
	D
	Application and interview

	Developing and managing successful multi-sector partnerships and relationships
	D
	Application and interview

	Experience of adhering to reporting requirements
	D
	Application and interview

	Experience of volunteer management
	D
	Application and interview

	Experience of marketing
	D
	Application and interview

	Circumstances
	
	

	Willing to work flexibly to meet the business need as and when required 
	E
	Application and interview

	Full driving license and access to a vehicle for work purposes
	E
	Application

	Willing to undertake any relevant training
	E
	Application and interview

	Further requirements
	
	

	Enhanced DBS disclosure required before appointment
	E
	

	Two satisfactory references
	E
	


