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	Job Title: 
	Digital Advisor   
	Reporting to:
	Digital Services Team Leader 

	Position: 
	Support 
	Grade:
	DA6

	

	Purpose 

	
To work closely with staff across the College and deliver innovative, engaging and effective Digital Hub services that support stakeholders needs and enhances the future development of the College, including:
· delivering a comprehensive Digital Hub service that underpins effective learning and supports learners and staff in meeting learning needs; 
· delivering digital and learning technology services and innovations that embed digital learning and eAssessment within the curriculum and support the College’s Digital Strategy; 
· provide an effective frontline digital support service 

	Accountabilities / Areas of Responsibility

	1. To provide frontline support for all Digital Services enquires. 
2. To support the delivery of a Digital Hub service that underpins effective learning and teaching, meets the development needs of the curriculum, and provides frontline support via the Digital Services Help Desks. 
3. To support Digital Services services, which inform and support achievement of digital learning strategies and embed online learning and eAssessment within the curriculum.
4. To support the maintenance of all Digital Hub systems and services.
5. To participate in projects, playing an active role in the transformation of existing learning resources into an engaging digital formats, under the guidance of the Digital Services Team Leaders. 
6. To participate in Collegewide sessions that enhance our learners College experience and support them during this process. 
7. To ensure that all procedures and arrangements for designated Digital Services activities are followed to maintain quality standards.
8. To oversee all Digital Services stock management activity, including library stock checks, orders, the College archive, asset management and stationery sales. 
9. To support the delivery of the College’s printing requirements and maintenance of satellite MFDs. 
10. To create an environment which supports independent learning practices and promotes learners’ wellbeing. 
11. To ensure that all tasks are carried out in accordance with College health, safety and wellbeing policies and procedures to maintain a safe working environment.
12. To act as a positive ambassador for the College at all times.










Notes on Duties and Responsibilities

The duties and responsibilities on this job description are intended to give a broad indication of the variety of tasks the post holder may be asked to undertake.  It should be noted that a job description is not an exhaustive list of activities, and staff may be asked to carry out other duties commensurate with the grade of the post.  The job description may also be amended to take account of changed circumstances, and staff will be consulted when this is necessary.
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	EXPERIENCE

	ESSENTIAL
· Experience of working in front line student facing environment 
· Good knowledge and understanding of key College digital systems including CELCAT, Liberty, UniDesk and key Microsoft Applications
· Experience of working with asset and stock management systems 

	DESIRABLE
· Experience of successful working with a colleagues to deliver project outcomes and enhanced opportunities for staff or students


	EDUCATION AND QUALIFICATIONS

	ESSENTIAL

· HNC or equivalent experience 
· Recent evidence of professional updating

	DESIRABLE

· Digital qualification 


	SKILLS/ABILITY

	ESSENTIAL
· Excellent organisational skills 
· Proficient digital skills and basic knowledge of systems management 
· Ability to develop and maintain effective partnerships and collaborations
· Accurate and pays close attention to detail 
· Good communication skills 


	DESIRABLE
· Project skills




	PERSONAL

	ESSENTIAL

· Calm and professional manner
· Flexible approach to work and tasks
· Solutions focused 
· Ability to work on own initiative, manage own time, prioritise and meet tight deadlines

	DESIRABLE

· Driving Licence 
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EMPLOYMENT INFORMATION 
PART TIME SUPPORT POSTS




Superannuation
Support staff of Dundee and Angus College automatically join the Local Government Pension Scheme administered by Dundee City Council.  Contributions are based on pensionable earnings in line with the Local Government Pension Scheme.  This is a career average salary pension scheme with a tiered employee contribution rate.

Holidays
The leave year for support staff currently runs from 1 September to 31 August.  You will be entitled to 45 days annual leave per annum (pro-rata if less than one year's service or part-time) inclusive of College closure days. 

Hours of Work
Hours of work will be 20.50 hours per week.  Your salary however, is based on 35 hours per week and hence there is no further payment made until after 35 hours have been worked.  

Probationary Period
You will be on a three month probationary period.  After this period your position will be made permanent should there be no performance related issues.  If performance related issues are highlighted during this period then your probationary period may be extended.  If those performance related issues do not improve then the employer may terminate your contract giving one week’s notice.

Sickness/Absence
Eligibility to sickness allowance is dependent upon length of continuous service at commencement of absence as follows:

SERVICE				FULL PAY	HALF PAY

Less than one year			1 month	1 month

One year, but less than 2 years	2 months	2 months

2 years but less than 3 years		4 months	4 months

3 years but less than 5 years		5 months	5 months

5 years or more			6 months	6 months 

Salary paid during periods of absence is inclusive of Statutory Sick Pay (SSP) if an employee is eligible.  If an employee has insufficient National Insurance contributions they may not be eligible for SSP. Self-certificate forms and/or doctor's medical certificates will be required at all times.

Remuneration
The rate of remuneration will be in accordance with the provisions of collective agreements reached from time to time.  This includes agreements reached by the National Joint Negotiating Committee and by the local College Joint Negotiating Committee.  

Salary will be in the range £18,315 - £19,387 per annum pro rata (FTE £31,269 - £33,099). 

A month's pay is 1/12th of the full annual salary.



Location
We have 3 campuses: Kingsway Campus which includes the Space, Gardyne Road Campus and Arbroath Campus.  Staff may be requested to work at any of the Dundee and Angus College campuses. Reimbursement is available for essential travel between campuses.  

Please note that this post is based at Gardyne Campus.

Disclosure
Successful candidates will be required to complete a PVG Scheme Record under the Protection of Vulnerable Groups (PVG) (Scotland) Act 2007.  

Staff Development and Training
Dundee and Angus College is committed to the continuous development of its staff in order to meet strategic, operational and team objectives.  The College recognises that whatever post is held, there will be times when additional training and support may help staff continue to do their job effectively and to the quality standards required.

Staff will be expected to attend regularly, a variety of internally organised Continuous Professional Development and Staff Development events – ranging from generic training to curriculum development to legislative updates.  

Staff can also apply for external staff development programmes and courses providing the development is categorised as enhancing the needs of the College or Curriculum, as well as meeting personal development needs.
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