	Date:

	Aug 2025


          

JOB DESCRIPTION & PERSON SPECIFICATION

	Post title:
	Digital Skills Developer

	Post number
	

	Faculty/Service:
	Knowledge & Digital Services

	DBS check required:
	N

	Employee Category:
	Professional Services

	Grade:
	5

	Post responsible to:
	Head of Partner Relationships 


	Post/s responsible for:
	None





	Job purpose

	To support the development of digital competencies across the university. To work as a multidisciplinary team to ensure that students and staff make the most of the systems, content, and equipment available to them. Using a range of techniques, resources and media (which will include in-person support and training sessions, on-line materials, self-assessment, peer-assisted learning, simulation, and other developing methods). 





	Main duties and responsibilities

	Prepares or customises and delivers learning activities and the learning environment for a variety of audiences. Activities range from “information fluency” sessions around Academic Library content, and library discovery tools. Use of the equipment and software in the Multi-Media Centre and use of the University provided platforms and general use software (especially the MS Office365 suite).

	Design and run activities and events that instructs, or trains students and staff to develop knowledge, techniques and skills using appropriate methods, tools, online environments, equipment and materials.  This is in one to one or larger sessions.

	Oversee students and staff in performing practical activities and work, advising, and assisting where necessary. Provide detailed instruction where necessary and respond to wide-ranging and detailed questioning in own area(s) of specialisation, seeking advice in exceptional conditions beyond own experience.

	Prepare and deliver support material such as videos, guides and other self-service instructional material.

	Ensures that training considers health and safety elements and students and staff are competent to use equipment safely.

	Adapts simple course material to meet the needs of students and staff and ensures accessibility.

	Undertake knowledge sharing across the team to help provide support and a cohesive offer to departments, courses and areas of the University.

	Any other duties as may be reasonably required.



	
General information

	It is anticipated that this job description will change over time in accordance with the needs of the role.  The role holder will be fully consulted on any proposed amendments.

We delight in diversity in our workforce and seek those that share this value



	PERSON SPECIFICATION


	The person specification details the attributes that the successful post holder requires to enable them to succeed in this role.  

Each of the attributes are designated as either essential (E ) or desirable (D).  

In order to be shortlisted for interview, your application needs to demonstrate that you meet all of the essential (E ) attributes and as many of the desirable (D) attributes as possible that are being assessed at application (A) stage.

(I = interview, P = presentation, T = test)



	ATTRIBUTES
	ESSENTIAL or DESIRABLE
	ASSESSMENT AIPT

	EDUCATION/TRAINING
	 
	 

	Degree level education
	D
	A

	Member of relevant professional body
	D
	A

	Formal teaching or training qualifications
	D
	A

	EXPERIENCE
	 
	 

	Delivery of training and development in a related area
	E
	A, I

	Delivery of training in a HE environment
	D
	A

	KNOWLEDGE
	 
	 

	Good level of knowledge of Microsoft Office software in the O365 environment OR of video/audio recording and editing OR library database / discovery "information literacy"
	E
	A, I, P

	Formal pedological approaches to imparting knowledge
	D
	A, I

	SKILLS/ABILITIES
	 
	 

	Produce and deliver "training opportunities"
	E
	A,I

	Production of online self-help materials 
	E
	I

	Good presentation and production skills
	E
	A, I, P

	Good working in a team
	D
	I

	PERSONALITY
	 
	 

	Curious and keen to develop own knowledge and skills through experimentation
	E
	A, I

	Ability to work under own guidance
	E
	I

	Approachable and patient
	E
	I

	OTHER
	 
	 

	Demonstrate commitment to University Values
	E
	A, I

	Commitment to Health and Safety and safety protocols
	E
	A, I

	Understanding of cyber security environment
	E
	A, I
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