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JOB DESCRIPTION

TITLE OF JOB:  




IT Tutor

SERVICE/PROJECT:  



Older Peoples Services 









Brighton & Hove

REFERENCE NO: 




OPS/IT

CLOSING DATE FOR APPLICATIONS: 

30th April 2010
INTERVIEW DATE:  



7th May 2010
HOURS PER WEEK: 



Up to 10 hrs per week from Monday to Friday

TEMPORARY/PERMANENT:  


Temporary for 1 year

BAND 2, NJC POINTS 18, SALARY £ £17,159, paid monthly by Automated Credit Transfer on 25th of each month

HOLIDAY ENTITLEMENT: 27 days pro rata per annum, plus 3 extra days at Christmas and the usual statutory holidays

ACCOUNTABLE TO:   Services Manager

LINE MANAGED BY:   Sally Howells
RESPONSIBLE FOR: 
The provision and development of IT services for older people including one to one support and group courses.

For an informal chat about the job, please ring Mike Ashbee – Service Manager on 01273 828449 or  – Centre Coordinator on 01273 
This post is exempt from the Rehabilitation of Offenders Act (1974) and the successful applicant will be subject to a Criminal Records Disclosure
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BACKGROUND AND AIMS OF PROJECT

The IT services are a well established part of Impact’s Older People’s services. We have recently received funding from UK online to provide an Internet café, computer courses, tutor support and a drop in facility.  The service will promote the use of IT to people over 60 in the city.

The IT services are based at and work alongside St Johns Centre, which is also part of the Impact Older People’s Services Brighton and Hove

MAIN TASKS 

· To facilitate drop in sessions Monday to Friday between 2 – 4pm

· To facilitate eight 6 week IT courses over the year covering basic word processing and the Internet. To be responsible for the content and delivering of the course

· To provide IT support for people using the computers at St Johns every afternoon Monday to Friday.

· To work within the guidelines of Uk online funding requirements and provide statistics and reports when needed and maintain appropriate records

· To work alongside the services manager in promoting the work of the services and assist in the preparation of publicity materials

· To liase with St John’s Centre staff on joint working across the services

· To set up and clear away any IT equipment that is needed in the café area at the St Johns centre

· To comply with and implement the Impact Equal Opportunities Policy and any specific policies and procedures designed to promote and monitor equal opportunities.

· To comply with and implement the Impact Health and Safety Policy and any specific policies and procedures relating to the specific activities on which you are employed.  Generally to take reasonable care for the health and safety of all those affected by this work.

· To attend regular supervision sessions and meetings as required by your Manager.

· To be aware of the needs of other workers, paid or unpaid, and contribute positively to a supportive working environment.
Supplementary information: 

This job description is subject to change in line with the requirements of the organisation. Impact operates a no smoking policy. This post is subject to a 6-month probationary period. All posts within Impact have the opportunity of an annual review/ evaluation.
PERSON SPECIFICATION

Essential Skills & Abilities

Competent in the use of Microsoft Office and the Internet

Experience of working with older people 

An understanding of the needs and issues of older people using IT equipment

Experience of teaching IT 

Strong written and verbal communication and interpersonal skills

Ability to plan and prioritise a varied workload using good time management skills

Experience of working on own initiative and ability to work as part of a team

Ability to meet targets and provide quality services within a set budget

Experience of record keeping and monitoring

Ability to write reports to a range of specified requirements

Ability to maintain and develop administration and monitoring systems

Commitment to equal opportunities and an understanding of its relevance to older people

Able to work flexibly to deliver the tutorial / IT support hours

