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JOB TITLE:  	Digital Telecare - Project Coordinator
Accountable to:	Digital Telecare Programme Manager
Grade / Salary:	SCP 8 - 12, £36,331 – £38,779
Hours:  	36 hours weekly.   COSLA operates a flexitime system.
Location:  	Home-based. (with some travel throughout Scotland)
Duration:  	This post is offered on a fixed term basis until the end of March 2027 due to being grant-funded.  

Summary of Role
The Digital Office for Scottish Local Government supports local authorities to deliver digital transformation through collaboration, shared assurance and national programmes. It connects local authorities, COSLA and the Scottish Government to deliver “Once for Scotland” approaches, providing leadership on digital strategy, programme delivery, data, cyber resilience and service transformation.
The Digital Telecare Portfolio (led by the Digital Office in partnership with the Scottish Government and COSLA) supports the national transition of telecare services in Scotland from analogue to fully digital systems ahead of the digital switchover. It works with local authorities, Housing Providers, and Health and Social Care partners, and brings together programmes such as the Analogue-to-Digital transition, the Shared Alarm Receiving Centre (ARC), data and benchmarking, and housing-focused support. To support this work, the Digital Telecare team is seeking to recruit a Project Coordinator.
The Project Coordinator will provide assistance to a number of projects across the Digital Telecare Portfolio such as the Analogue to Digital Migration programme, the Data programme, the Shared ARC programme, and the Housing programme whilst working closely with partnerships across local authorities, Health & Social Care Partnerships (HSCPs), Housing Associations and other collaborative stakeholders who are centric to the development and delivery of this important national portfolio of work.
Principal Accountabilities
1.	Project coordination, support and administration of a number of projects within the national Digital Telecare Programme.
2.	The production of highlight reports and other project management materials.
3.	Support the wider Digital Telecare team to engage and work with local authorities, HSCPs and housing associations who are going through digital change initiatives.
4.	Support with the daily operation of the wider Digital Office.
5.	The organisation of programme events and governance meetings.
6.	Minute taking and action management.
7.	Management of queries from key stakeholders and partnership representatives.
8.	Management of databases.
9.	Ongoing file maintenance.
The post-holder will also work closely with a range of staff and management within the Digital Office on a day-to-day basis and work with a range of external partners including Scottish Government and key agencies.

General Accountabilities
1.	To support the Chief Digital Officer, Business Relationship Manager for Digital Health & Care plus Senior Project Managers and Digital Telecare team in the daily operational activities of the Digital Office.
2.	To liaise with and manage partnership weekly and monthly submissions, highlighting areas requiring corrective action to the respective Project Manager.
3.	Monitor progress of projects through the use of appropriate assessment tools, updating project plans, highlighting any areas requiring corrective action to the Project Manager.
4.	Provide regular updates on progress of areas of responsibility, including analysis of variances.
5.	Providing full secretariat support for programme governance meetings:
a.	Organising and attendance at programme events, including arranging venues, catering, audio and visual support and other activities as required.
b.	Collate, prepare and distribute papers and presentation materials
c.	Undertaking minute taking and action log management in support of meetings and events.
d.	Composing questionnaires and evaluation information.
6.	To produce quality materials as required in support of programme activities.
[bookmark: _Int_breslWUj]7.	Responsible for the maintenance of communication plans, supporting activities such as the webinar project, including updates in both written or presentation format and ensuring stakeholders are informed of progress at all times.
[bookmark: _Int_l7VCtaRM]a.	Assist in the preparation and dissemination of documents, website material and papers for publication. 
b.	To support an effective approach to knowledge sharing and dissemination of information across the Digital Office and to external stakeholders.
8.	Establish and manage data bases as required.
a.	Create and maintain contact details and distribution lists
b.	Supporting the management of the programme risk and issues log and expediting owners concerning their respective remedial activities.
9.	Participate in audits and surveys relating the programme. You will undertake any other duties consistent with your position as a member of staff in the organisation. 
10.	You will abide by staff policies in the conduct of your everyday business with the Digital Office.


PERSON SPECIFICATION
DIGITAL TELECARE – PROJECT COORDINATOR 

QUALIFICATIONS
Essential
Educated to Higher level, SVQ level 3 or equivalent experience within a project environment

EXPERIENCE
Essential
· Experience of organising meetings and workshops
· Experience of working with external stakeholders
Desirable
· Experience of event management
· Experience of gathering, analysing and prioritising information and data
· An awareness of the issues, policies and legislation relating to digital health and social care.  

SKILLS AND ABILITIES APPLICABLE TO POST
Essential
· Well-developed interpersonal skills and ability to apply diplomatic and tactful approach in a manner appropriate to the situation when dealing with key stakeholders
· An excellent communicator – audio, visual and written ability
· Proficient in the ability to capture accurate minutes of meetings

Desirable
· Ability to work to own initiative and prioritise workload within challenging timescales
· Proficient in the use of Microsoft Office software, in particular Word, Excel and PowerPoint
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