High Peak CVS

Job description

Derbyshire ICT Development Worker (third sector)
Employer – High Peak CVS
Salary scale - Scale 6, SCP 26 – 28 £22,221 - £23,708 (pro-rata)
Hours – Part time (18.5 hours per week)

Length of contract – initial contract to 31st March 2011 (this may be extended beyond this date, provided that continuation funding can be found)
Location – The post is based at High Peak CVS, and the work will involve regular travel to organisations across Derbyshire, and elsewhere in the East Midlands. Working from home can be considered for this post.
Responsible for – No line management responsibilities

General Objectives
To provide ICT development support to third sector organisations in Derbyshire (and beyond). These include a wide range of voluntary and community organisations.
To assist third sector organisations (primarily in Derbyshire) to make more effective use of ICT – and in turn help them to become more efficient, to improve their communications, and ultimately become more sustainable. 
To support the work of the Regional ICT Champion for the East Midlands. To help ensure that ICT plays a positive role in sustaining a strong and effective third sector, and assist organisations to use technology wisely. To promote good practice in the use of ICT by third sector organisations.
To identify the ICT needs of voluntary and community sector organisations (primarily in Derbyshire), and to help them develop and implement strategy and action plans to enable them to make more effective use of ICT. To signpost ICT services which meet these needs and develop new initiatives.
Main responsibilities

There are two strands to this post:
(a) Providing a range of ICT development support to third sector organisations, primarily in Derbyshire (this is the chief aspect of the post).
(b) Supporting the work of the Regional ICT Champion for the East Midlands.

The main responsibilities are as follows:
· Provide ICT development support, advice and information to third sector organisations (both on site and at a distance).
· Provide ICT ‘health-checks’ and ongoing support to third sector organisations in Derbyshire and elsewhere in the East Midlands). This will include assisting individual organisations to identify their ICT needs, and to develop appropriate strategies and action plans. (N.B. The emphasis will be on development support, rather than day-to-day technical support.)
· Deliver ICT workshops / awareness raising sessions to third sector organisations. These will include workshops for development workers who work with ‘frontline’ organisations, to enhance their signposting of ICT support and resources available.
· Signpost third sector organisations to suitable ICT support services and sources of information, e.g. ICT Knowledgebase, Regional ICT Champions website.
· Contribute to the ongoing development and management of the website of the Regional ICT Champion, including routine updating, writing articles, and providing case studies of good practice. This may also include compiling and editing a regular e-bulletin.

· Contribute to the development of voluntary sector ICT at a regional level, e.g. by attending the regional ICT network meetings, providing input to the regional ICT strategy, and compiling case studies of good practice.
· Provide information on ICT to third sector organisations via appropriate methods, including via email, web, e-bulletins, telephone calls and face-to-face contacts. Develop publicity for the project and recruit participating organisations.
· Attend meetings as appropriate (including meetings of the region-wide ICT project) and liaise with partner organisations. 
· Maintain appropriate records of ICT development support provided.
· Contribute at a strategic level to third sector ICT development in Derbyshire, e.g. by developing / updating (or supporting the development of) a countywide ICT strategy, and liaising with the third sector consortium for Derbyshire (3D).
· Explore the potential to provide further income generating services relating to ICT development support to third sector organisations (with a view to developing the sustainability of the post). This may involve liaison and collaboration with partner organisations.
· Take further initiatives to expand and develop the range of ICT development support available to third sector organisations in Derbyshire. For example, these might include: investigating potential funding applications to support new initiatives, or developing IT volunteering opportunities.
· Identify and appraise new technologies relevant to third sector organisations, and provide advice to organisations on their use.
· Other tasks appropriate to the role of an ICT development worker supporting third sector organisations.

Other

· Work within agreed work plans, manage own work load and be self servicing in terms of administration.
· To carry out all work in line with High Peak CVS policies, including the Equal Opportunities Policy.
Person Specification
Derbyshire ICT Development Worker (third sector)
Essential unless otherwise indicated

Qualifications

· A qualification in IT (desirable)
Knowledge

· An understanding of the ICT support and development needs of small organisations
· A broad knowledge of ICT with the ability to provide ICT support
· A practical knowledge of Microsoft Office, Windows, Internet and Email applications.

· Knowledge and practical experience of existing and emerging ICT technologies 
· Working knowledge of equal opportunities

· Knowledge and understanding of the voluntary sector (desirable)
Experience

· Work experience in an IT related field

· An understanding of maintaining PC hardware and software
· Experience of delivering IT related training (desirable)
· Experience of running a computer network (desirable)
· Experience of partnership working (desirable)
Skills
· High standard of literacy and numeracy

· Excellent communication skills – both strong written and verbal skills 

· Strong time management and organisation skills

· Ability to communicate with a wide range of third sector staff and volunteers with sensitivity to varying levels of understanding regarding ICT

· Ability to understand the ICT development needs of third sector organisations

· Proven ability to work as part of a team and to operate independently, and ability to problem solve, develop creative solutions and take new initiatives
· Ability to provide ICT training sessions / workshops

· Ability to write articles, reports and case studies
· Ability to learn new ICT skills, e.g. keeping pace with relevant technological developments 

Work Related Circumstances

· Willingness and ability to travel across Derbyshire, and occasionally elsewhere in the East Midlands
· Commitment to personal development through supervision and training 

· A positive commitment to the implementation of Equal Opportunities and Diversity in the workplace 
· Willingness to work flexible hours, with reasonable notice (desirable)
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