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Job Description and Employee Specification 

Digital Adoption Lead
Chief Executive’s 


	Service: 

	Chief Executive’s

	Division:
	Finance and Technology 


	Job Title:
	Digital Adoption Lead


	Responsible to:
	Digital Infrastructure Manager


	Grade
	NLC9


	Job Evaluation ref: 

	A9420

	Conditions of Service
	SJC


	Date of last review:
	October 2025


	Job Outline

The primary function of the Digital Adoption Lead is to support the development and improvement of digital technology adoption throughout the council, local communities and partners.

The Digital Adoption Lead will be aligned to a service area and will contribute to the development of a digital culture where digital knowledge is increased and digital leadership at all levels of the organisation is encouraged and nurtured.

The Digital Adoption Lead will support services through the end-to-end digital adoption process including training and education, quality management and improvement, risk and mitigation, process optimisation, data management and reporting, collaboration and communication while exercising initiative and independence in dealing with a wide range of digital technology.

A key role will be to support the Digital Early Adopters Group and to facilitate interaction between the group members and the service areas.



	Main Duties and Responsibilities

Generic Duties:

1. Demonstrate commitment to positive relationships with other services and to delivering solutions which support the achievement of the council’s agreed priorities.

2. Promote the integration of Services and of joint working/liaison with key partner organisations.

3. Provide technical guidance and consultancy to all council services ensuring that recognised policy and procedures are followed.

4. Ensure compliance with Health and Safety at Work legislation and safe systems of work.

5. Comply with the Employee Code of Conduct, demonstrating the ethical standards expected of officials in public service.

6. Keep up to date with new technological developments.

Specific Tasks:

1. Digital Enabler:
· Promote the use of digital technology to equip council staff with the necessary core knowledge to undertake their current role and develop knowledge to adapt to future digital advances. 
· Cascade digital expertise across the service through the partnering with and mentoring of colleagues with less developed digital skills and interests.
· Design aligned learning activities to respect individual learners, learning differences as well as diverse learning communities.
· Act as an effective stakeholder and business partner with the service and other partners working in the digital space.  
· Provide meaningful technical advice and feedback on various digital platforms and contribute to the service/council’s digital strategy.

2. Digital Early Adopters Group:
· Core member of this group with responsibility for actively contributing to the group and shaping the agenda.
· Support members of this group to progress council-wide initiatives and ensure information is disseminated.
· Identify any training/development required and facilitate in-house or external provision.

3. Research:
· Undertake research activity relevant to the service area including digital sociology, digital methods, platform governance, funding opportunities and best practice.
· Present research findings to diverse audiences including contributing to committee reports.
· Contribute to policy development.

4. Quality Management and Improvement:
· Collaborate with managers and technical staff to develop, implement, and maintain quality management systems (QMS) for IT practices.
· Monitor compliance with relevant standards and ensure continuous improvement in IT processes.
· Identify areas for enhancement and recommend best practices to optimise IT operations.

5. Risk Assessment and Mitigation:
· Conduct risk assessments related to IT practices, equipment, and procedures.
· Develop strategies to mitigate risks and improve safety protocols and standard operating procedures.
· Support adherence to health and safety guidelines within the IT environments and related workspaces.
· Implement practices to monitor effectiveness of safety protocols or where required carry out safe condition testing on premise.

6. Process Optimisation:
· Analyse existing IT workflows and identify bottlenecks or inefficiencies.
· Propose process improvements to enhance accuracy, turnaround time, and resource utilisation.
· Collaborate with managers and technical staff to implement changes effectively.

7. Training and Education:
· Design and provide training to technical personnel on quality management principles, safety protocols, standard operating procedures and best practices.
· Foster a culture of continuous learning and professional development within the IT environments.

8. Data Management and Reporting:
· Oversee data collection, analysis, and reporting related to IT performance metrics.
· Generate regular reports for management, highlighting areas of improvement and achievements.

9. Collaboration and Communication:
· Work closely with other services, external agencies, and stakeholders to align IT practices with broader organisational goals.
· Communicate effectively with technical staff, addressing any concerns or issues promptly.
· Respond to questions on the Viva Engage page (from all service areas)

10. Design and manage technology projects to specified functional criteria, ensuring efficient use of resources to agreed quality standards within time constraints.

11. Promote accessibility for an inclusive workplace, working closely with the Assistive Technology team to support employees who require adapted technology in the workplace.

12. Test new upgrades to Microsoft products and provide detailed feedback on improvements that can be made to enhance the product.  

13. Liaise with external agencies on projects and developments, advising on the impact on existing schedules, procedures and controls, and any necessary technology equipment.

14. Ensure compliance of all technical projects and support activity with Health and Safety at Work legislation.

15. To carry out such other duties and responsibilities as required by the Digital Infrastructure Manager.


This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	HNC/SVQ3/apprenticeship or equivalent (ICT not essential)

Digital/ICT qualification

A Certificate in Training Practice or Equivalent
	X
	


X

X
	


Verification/Application Form/Interview


	
	
	
	

	WORK EXPERIENCE

	
	
	

	Extended experience ideally gained within an ICT discipline but more important is experience of communicating at all levels within a service and working towards business objectives and service delivery requirements.

	X
	
	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY

	
	
	

	Technological aptitude with an advanced problem solving and analytical skill set
	X
	
	Application Form/Interview

	
Can provide advanced technological information, instruction, advice and training to a variety of audiences
Practical knowledge of technologies: hardware and software
	

X

	




X
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	Good Communicator
	X
	
	

	
	
	
	

	Ability use own initiative

	X
	
	
Application

	Ability to work as part of a team

	X
	
	Form/Interview


	Resourceful and Intuitive
Good organisational and time management skills
	X

X
	
	

	OTHER
Ability to travel throughout North Lanarkshire area
An interest in new technology developments.

	

X


X



	




	


Application Form/Interview
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