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THE POST

Faculty/Service:  	Education and Student Support, Library

Post:	 		Digital Skills Lead

Grade:			F

Reporting To:	Head of Academic Engagement and Skills. The post will be line managed by the Head of Academic Engagement and Skills and will also work collaboratively with staff-facing Digital Skills Leads in HR.

Responsible For: 	Project and student staff (where determined by line manager) 

Location: 		Exeter 
 

Job Description

Main purpose of the job:
The University is at the start of an exciting journey to digitally upskill the whole community. This role will lead the development and implementation of a comprehensive digital skills programme for all students across the institution. 
The role holder will develop and oversee the creation and implementation of strategic and operational plans to deliver digital skills development to all students to meet the requirements of institutional strategies. This requires close working relationships with the Digital Skills Leads in People Development to ensure a holistic approach to digital upskilling across all staff and students. 
The plans developed will ensure all students have the necessary digital skills and knowledge to fully engage with and succeed in their academic studies, as well as be fully prepared for the 21st century workplace. Ultimately our ambition is to create a scalable model that would enable the University to become a centre for digital skills for our alumni, our region and the wider public.

Main Duties and Responsibilities:

Digital Skills vision for students
1. Undertake collaborative working groups and discovery sessions to understand user needs, working closely with the Digital Skills Leads in HR to build on the work already done with staff. 
2. In collaboration with the Digital Skills Leads for staff, create an overarching strategy for Digital Skills development across the university.
3. Lead on development and planning of a digital skills roadmap for students, aligning this with the relevant elements of the university’s strategies.
Liaison and Programme Delivery 

4. Work closely with Professional Services and Academic colleagues across the institution, including Faculty and PS leadership teams, as well as external partners, developing and maintaining working relationships via proactive stakeholder engagement. 
5. Building on work already done for university staff, and using best practice examples from the sector, design and lead a programme to help students to identify digital skills gaps. 
6. Utilise the wealth of academic and professional expertise from across the University (for example within the Business School, Digital Humanities, Computer Sciences, the Institute for Data Science and Artificial Intelligence and many others), and incorporate this into planning to ensure alignment with best practices across the institution.
7. Develop and deliver training programmes to address digital skills gaps, both in person and online, ensuring resilience and futureproofing the offer. 
8. Develop an extensive network across the institution to share best practice, driving the profile of digital upskilling programmes at the University and influencing overall upskilling strategy.
9. Partner with external and internal providers and secure additional resources where required. Ensure value for money; produce specifications; run competitive tenders; ensure compliance with University processes and manage supplier relationships; work together to create solutions. 
10. Report to senior University Committees and Groups on plans, progress and evaluation across all relevant activities.
11. Evaluate the success of learning activities and act on evaluation findings. Where required, produce reports and business cases to secure approval/funding for new programmes of activity.
Success for All and Widening Participation
12. Stay updated of current Access and Participation Plan targets to ensure that digital skills delivery meets the needs of WP students at Exeter.
13. Ensure programmes of digital upskilling meet the specific needs of students with WP characteristics, using the Theory of Change and evaluation methods to demonstrate impact.
14. Feed into institutional evaluation processes linked to the Access and Participation Plan, liaison with senior and other colleagues as appropriate.
Wider responsibilities

15. Line management of project staff, student staff and/or other staff, including supporting individuals’ wellbeing.  
16. Undertake proactive horizon scanning to ensure delivery remains fit for purpose. This includes evaluation of competitor activity, current research and sector trends and cascading this to the wider team and appropriate networks. 
17. Ensure teams across the library are appropriately upskilled in relation to digital skills, with access to development activity as required.
18. Work in collaboration with colleagues across all campuses to ensure provision is consistent and delivery is efficient. Such activity may take place at campuses in Exeter and Cornwall.
19. Develop and contribute to relevant internal and external networks, both within and beyond HE. 


This job description summarises the main duties and accountabilities of the post and is not comprehensive. The post-holder may be required to undertake other duties of similar level and responsibility and will be expected to adopt a flexible approach to their work. 





Person Specification

	Competency
	Essential

	Qualifications & attainment
	· An undergraduate degree or equivalent experience.

	Skills and Understanding
	· Excellent time management, organisation and planning skills.  

· Excellent presentation and group facilitation skills.

· Excellent communication and interpersonal skills with students and staff at all levels, with the ability to work independently and collaboratively in a complex environment with a range of stakeholders. 

· Ability to communicate complex or challenging information in a manner to fit the audience, both verbally and via reports (incl. the most senior parts of the university).

· Comprehensive understanding of the external market for provision of a wide range of digital skills training.

· Strong aptitude for the use of technology, with a keen and wide-ranging interest in the digital environment, as well as willingness to incorporate new technologies into working practices.

· High level of skills with tools and products used for standard office functions (eg O365) and learning and development, (e.g. hybrid teaching technology, digital media, virtual learning environments).


	Knowledge and Experience
	· Experience or knowledge of of digital upskilling at an organisational level (doesn’t have to be HE specific.)

· Experience or knowledge of design, specification, procurement, delivery and evaluation of digital skills development interventions that have organisational impact.

· Experience or knowledge of current developments in Generative AI.


	Behaviours
	· Adaptability and ability to flourish in a changing environment.

· Innovative and proactive


	Circumstances
	· Travel across all University campuses will be required, with occasional travel elsewhere in the UK and possibly overseas.  

· Some activities may require evening or weekend working.  





Terms & Conditions
Our Terms and Conditions of Employment can be viewed here.

Further Information
Please see our website for further information on working at the University of Exeter.
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