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This form is used to provide a complete description of the specific job (or role) and defines the skills, 
knowledge and abilities required to undertake the job.

	Job Title:
	Community Digital Support Assistant (Casual)

	Job Family:
	Learn Scilly
	Salary:
	£15.16ph (In line with Tutor Payscale)

	Service:
	People and Communities

	Political Restriction:
	N/A

	Primary work location(s):
	St Marys Library

	Working hours:
	Casual
	Standby duties:
	N/A

	Working pattern
	Approximately 2 hours every 3-4 weeks on a rota basis

	Managed by:
	Learning, Development and Skills Officer

	Line manager for:
	N/A

	Financial accountability
	N/A

	Date last reviewed:
	17.03.2026 

	Approved by (Director):
	N. Stinson



	Role Purpose:

	· To facilitate a weekly IT drop-in session on a rota basis at St Marys library, providing informal support and guidance to adult learners with varying levels of digital skills.
· To assist learners with basic IT queries, helping them build confidence in using technology for everyday tasks.
· To create a welcoming, inclusive, and supportive environment that encourages digital participation and lifelong learning.
· To support the aims of the Learn Scilly department by promoting digital inclusion and access to learning opportunities.
· Enable learners to develop their skills & knowledge to help them achieve their personal learning goals.
· Assess learners’ individual learning needs, including any learning support and additional learning needs.
· Keep records relating to learners’ attendance including a weekly report to the Learn Scilly department detailing queries received and how they were resolved. 
· Comply, promote and contribute to all practices and policies including Health & Safety, Safeguarding, Prevent and Equality and Diversity
· Complete all Learn Scilly mandatory training as required
· Report any Health & Safety issues or incidents directly to the Learning, Development and Skills Officer
· Assist learners in choosing further learning opportunities.
· Participate in staff meetings arranged to contribute to the development and implementation of the Self-Assessment Report. 
· Work closely with the Learning, Development & Skills Officer to ensure clarity of role and responsibilities.
· Collaborate with library staff and other Learn Scilly tutors to support learners effectively.
· Share knowledge and good practice with colleagues to enhance the learner experience.


	Accountabilities:

	· Maintain a professional and approachable manner at all times.
· Work independently during the drop-in session while maintaining regular communication with the Learn Scilly and St Marys Library teams
· Uphold confidentiality and data protection standards.
· Manage a flexible workload based on learner needs during the drop-in session.
· Handle sensitive information with discretion.
· Be adaptable to support learners with a wide range of digital abilities.






Working Conditions 
The working conditions relate to those non-contractual elements of the job that may impact on the 
holder of the position, as well as those workplace-based responsibilities that are part of this job. These are not contractual but provide a guide to the working conditions and the potential hazards and risks that may be faced.

	Health & Safety at Work 

	To take responsibility for your own health, safety and wellbeing, and undertake health and safety duties and responsibilities for your role as specified within the Council’s Health and Safety Policy, and all other relevant health and safety policies, arrangements, procedures, systems of work as 
specified for the post/ role.



	Potential Hazards & Risks

	The potential significant hazard(s) and risk(s) for this job are identified below (those ticked). The purpose of recording this information on the job description is so that the health status of the potential and actual post-holders can be assessed with regard to the significant hazards and risks. These hazards and risks should be based on the appropriate activity, process and/or operation risk assessment whereby all of the significant risks are identified, recorded and appropriately controlled. The list below is therefore not an exhaustive list because it is the risk assessment that details all significant risks that could arise out of or in connection with the work activity, but any others will be identified in the ‘other’ section.

	☐  Significant use of computers (display screen 
      equipment) 
	☐  Driving HGV or LGV for work

	☐  Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people or objects
	☐  Any other frequent driving or prolonged driving at work activities (e.g. driving own private vehicle or CIOS vehicle)

	☐  Working at height/ using ladders on a regular/ repetitive basis
	☐  Restricted postural change – prolonged sitting

	☐  Lone working on a regular basis
	☐  Restricted postural change – prolonged standing

	☐  Night work
	☐  Regular/ repetitive bending / squatting / kneeling / crouching

	☒  Rotating shift work 
	☐  Working on/ or near a road 

	☐  Manual cleaning/ domestic duties 
	☐  Regular work outdoors 

	☐  Undertaking repetitive tasks  
	☐  Continual telephone use  

	☒  Work with children or vulnerable adults 
	☐  Provision of personal care on a regular basis

	☐  Working with challenging behaviours 
	☐  Potential exposure to blood or bodily fluids

	☐  Work involving food handling  
	☒  Face-to-face contact with the general public

	☐  Regular work with skin irritants/ allergens 

	☐  Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres) 

	☐  Work requiring respirators or masks  

	☐  Work requiring hearing protection (exposure to high noise levels) 

	☐  Work with waste, refuse 
	☐  Work with vibrating tools/ machinery

	☐  Other (please specify):       






Person Specification
The person specification provides a list of essential and desirable criteria (skills and competencies) that a candidate should have in order to perform the job. Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation (D).
	Knowledge, skills and experience
	Essential /desirable
	Assessment Method

	Knowledge, technical competence and up-to-date expertise in a wide range of digital applications and devices 
	Essential
	A, I

	Ability to explain digital concepts clearly and simply.

	Essential
	A, I

	Good interpersonal skills and the ability to relate to new and hard to reach learners.

	Essential
	A, I

	Experience supporting adults with digital skills.
	Desirable
	A, I

	Understanding of digital inclusion and barriers to learning.

	Desirable
	A, I

	Awareness of Safeguarding and Prevent in a community learning context

	Desirable
	A, I

	Understanding of Department for Education Funding and OFSTED policy

	Desirable
	A



	Behaviours/values
	Essential /desirable
	Assessment Method

	Willingness to undertake relevant training, including safeguarding and digital inclusion.

	Essential
	A

	Approachable, patient, and supportive manner.

	Essential
	A, I

	Motivated to teach adults in a community setting.

	Essential
	A, I

	Approachable and helpful when dealing with learners.

	Essential
	A

	The ability to enthuse, motivate and stimulate all learners including those with low self-esteem and little confidence in their ability to achieve.

	Essential
	A, I

	Act with honesty, integrity and discretion

	Essential
	A
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