
MORAY COUNCIL

JOB DESCRIPTION

	 (1)	JOB IDENTITY

	POST TITLE:	Digital Learning Adviser 	DEPARTMENT:	Education, Housing & Communities 
SECTION:	Leisure & Culture 	LOCATION:	Elgin Library
REPORT TO: 	Digital Learning Co-ordinator
GRADE:	5	POST NO:	MOR12341



	(2)	JOB PURPOSE AND WAY OF WORKING

	Delivering a diverse programme of learning opportunities across Moray for all ages. Providing opportunities for communities to engage with new technologies alongside both informal and formal learning in supportive environments.



	(3)	MAJOR TASKS

	3.1 Deliver digital activity service wide across a range of outcomes linked to the Libraries Team Plan, including heath, employability and children and young people
3.2 [bookmark: _Hlk163133439]Support the delivery of accredited learning opportunities across the Learning Centre network 
3.3 Participate in the development and delivery of a service wide digital participation programme aimed at encouraging more people to go online
3.4 Assist with the provision of specialist staff training in ICT across the Libraries, Learning Centre and Heritage network
3.5 Undertake financial and administrative tasks in line with Council Policy and procedures
3.6 Participate in training and development opportunities on an ongoing basis 
3.7 Ensure the general security of the building and the necessary level of health and safety



	(4)	REPORTING RELATIONSHIPS	This job is indicated by *

	
Principal Librarian

Digital Learning Co-ordinator

Digital Learning Adviser *




SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:





	(5)	DUTIES TYPICALLY INCLUDE:

	Deliver digital activity service wide across a range of outcomes linked to the Libraries Team Plan, including heath, employability and children and young people
· Develop and deliver an innovative and diverse quality learning offer for all ages and abilities across a range of new technologies, based on local need and the evolving field of information technology
· Work with colleagues, partners, and members of the community as appropriate to plan and develop programmes of events and activities that respond to identified needs, e.g. Business Start Ups, Early Years STEM, Dementia Support etc
· Establish and support groups of learners of all ages across Moray, managing groups dynamics as needed to ensure a productive and engaging experience for all
· Promote related Learning Centre activity through the creation of inspiring and relevant content, including posters, newsletters, and social media 
· Participate in an outreach programme to promote and deliver learning opportunities at community events, multiagency meetings and other opportunities as appropriate
· Keep up to date with new developments in digital technology to inform future events and activities
Support the delivery of accredited learning opportunities across the Learning Centre network
· Work with prospective and existing students to understand learning goals, identifying appropriate progression pathways through informal and formal learning opportunities. 
· Ensure all regulations from qualification awarding bodies are complied with when delivering community-based learning
· Fulfil the requirements of defined roles required by qualification awarding bodies as appropriate 
· On occasion, in the absence of the Learning Centre Manager, act in accordance with set guidelines, to resolve or refer as appropriate any accreditation issues 
· Engage with underrepresented groups, ensuring equality of access across digital and learning offers for all ages and abilities 
· Facilitate an inclusive and effective learning environment for diverse groups of learners by developing flexible learning paths and resources that align with the specific needs and skills level of each student
Participate in the development and delivery of a service wide digital participation programme aimed at encouraging more people to go online
· Help people to access and use ICT and Learning Centre services across the library network, including new services as they develop
· Support service wide development and adoption of new digital initiatives, linked to the Libraries Team Plan 
· Capture qualitative and quantitative data in order to demonstrate the impact of the Learning Centre in addressing the digital skills gap locally 
Assist with the provision of specialist staff training in ICT across the Libraries, Learning Centre and Heritage network
· Support staff to become digitally confident and enable their delivery of a range of digital activity using new technologies
· Provide a course induction and tutor support for staff enrolled on any in house accredited courses, e.g. ICDL
· Work with colleagues, partners and volunteers to embed the delivery of key projects and initiatives and provide service wide training as required
Undertake financial and administrative tasks in line with Council Policy and procedures
· Ensure that all agreed statistical information is collected and recorded accurately
· Ensure that all financial transactions are recorded accurately and follow the agreed Moray Council policy
Participate in training and development opportunities on an ongoing basis 
· Undertake training as required to meet centre accreditation standards and maintain and enhance skills
· Participate in the Council's performance review and development process
· Participate in staff working groups as requested, e.g. staff focus groups, Summer Reading Challenge planning groups etc
Ensure the general security of the building and the necessary level of health and safety
· Opening and closing premises as appropriate and within agreed times
· Following the agreed health and safety procedures and management rules

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.

	



MORAY COUNCIL

PERSON SPECIFICATION

Post:				Digital Learning Adviser
Department:			Education
Date Specification Completed:	Revised March 2024
Prepared By:			Principal Librarian

Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience
	Experience developing and delivering engaging and effective learning activities to individuals and groups
Relevant experience of accredited learning for adults
	Experience delivering and assessing BCS and SQA accredited qualifications
Experience delivering STEM sessions

	(2) Education & qualifications *

	Tutor or educator qualification or relevant experience
Proficient IT skills 
(if not already held it will be a condition of employment that ICDL training is undertaken)
Five National 5 (SCQF level 5) qualifications or equivalent, or comparable experience
	ICDL/ECDL (SCQF level 5)
PDA Conduct the Assessment Process (SCQF level 8)
PDA Conduct the Internal Verification Process (SCQF level 8)

	(3) Skills/abilities (general)

	Excellent communication & presentation skills
Flexible, adaptable and highly motivated 
Excellent team working skills with the ability to work collaboratively and co-operatively with colleagues
Effective time management skills with the ability to plan and manage own workload
	

	(4) Skills/abilities specific to post *

	Interested in and able to see the potential of new and emerging digital technologies
Able to create inspiring and inclusive digital content and lesson plans
	Experience managing group dynamics for mixed ability learners

	(5) Inter-personal & social skills

	Able to engage and build rapport with learners of all ages and skills levels 
Ability to convey complex information in a clear and understandable manner 
	

	(6) Working environment & physical demands









	Ability to lift and transport learning resources in accordance with moving and handling regulations
You will be expected to travel efficiently and effectively between various work locations within Moray to meet the operational requirements of the Service.  Due to the rural nature of Moray, this is normally undertaken by the use of a car
Able to work evenings and weekends as required
	



* Candidates will be required to show these documents if invited for interview.

	Satisfactory Disclosure Scotland check required?
	No

	Membership of Protecting Vulnerable Groups Scheme (Working with Children)
	Yes

	Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)	
	Yes

	Satisfactory pre-employment medical screening required?
	No




