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Job description 

Digital Skills Trainer


	Department 
	Strategy and Transformation

	Service 
	Digital Services

	Grade
	I

	Reports to
	Digital Skills Team Manager

	Responsible for 
	n/a

	Job reference
	9533



	Job Purpose 

	To develop and deliver high quality content and digital skills training to employees across Norfolk County Council. This role involves developing, delivering and maintaining both core and specialised digital skills training to enhance digital literacy and skills. The content and training should be engaging, inclusive and accessible for all employees. 

The Digital Skills Trainer will work closely with the Digital Skills Team Manager and other key stakeholders to ensure training programmes meet the needs of the council and contribute to a digitally literate and skilled workforce. The role also includes assessing training needs, creating engaging training materials, and evaluating the impact of training programmes to ensure continuous improvement.

In addition to developing and delivering training, the Digital Skills Trainer may provide one-on-one support and coaching to employees if required, helping them to develop their digital competencies and confidence.

The Digital Skills Trainer will play a key role in promoting a culture of continuous learning and digital innovation within the council. By staying up to date with the latest digital trends and technologies, the trainer will ensure that training content is relevant and forward-thinking. This role involves act as the key liaison point for subject matter experts for digital content curation and sector best practice as well as collaborating with other trainers and stakeholders to share best practices and develop a cohesive approach to digital skills development.

The Digital Skills Trainer reports to the Digital Skills Team Manager working within a collaborative and dynamic team. This role requires a proactive and customer-focused approach, with a strong emphasis on delivering training that meets the specific needs of different departments and roles within the council as well as ensuring that all staff have basic digital skills. The trainer will also deliver digital skills onboarding training to all new entrants to the council to ensure they have the knowledge and skills to hit the ground running.


	Context 

	In today's rapidly evolving digital landscape, the role of a Digital Skills Trainer is crucial in ensuring that council employees are equipped with the necessary skills to deliver an effective and efficient public service. The Digital Skills and Inclusion Service is at the forefront of this initiative, dedicated to providing comprehensive digital training programmes that empower employees to use digital tools confidently and efficiently.  

These programmes include both core and specialised designed to meet the diverse needs of the workforce. The Digital Skills Trainer will play a key role in developing, delivering and maintaining these initiatives, ensuring that all employees have the skills required to effectively use digital tools and technologies. This role is essential in fostering a culture of continuous learning and adaptation within the council.

As part of the Digital Skills and Inclusion Service, the Digital Skills Trainer will contribute to the council's broader digital inclusion strategy. This involves not only improving the digital skills of employees making a significant impact on the council's digital transformation journey, helping to build a more digitally capable and inclusive organisation.




	Accountabilities 

	Delivering engaging and effective digital skills training sessions for employees, covering a range of core and specialised digital tools and platforms.


	Advise, design build and maintain accessible, modern, high-quality digital training content and training sessions to agreed quality standards using dedicated software, sourcing resources where needed within the existing NCC supplier framework aligning to the councils’ digital goals.


	Collaborate with subject matter experts and work closely with the Digital Skills Team Manager, other trainers, and external partners to share best practices and integrate industry resources into training programmes.


	Assess and identify training needs by working with departments and tailor to meet these requirements.


	Tailor training approaches to suit different learning styles and levels of digital proficiency, ensuring all employees can benefit from the training provided.


	Where relevant provide one-on-one support/coaching and guidance to employees to help them improve their digital skills and confidence.


	Evaluate training impact by monitoring the effectiveness of training programmes, gathering feedback and making continuous improvements to enhance learning outcomes ensuring training content remains current and forward-thinking.





	Person Specification


	Qualifications:

	Essential
	Desirable

	CIPD/apprenticeship or equivalent relevant professional qualification/experience (Level 3)

	

	Knowledge/Experience:

	Essential 
	Desirable 

	In-depth knowledge of core and specialised digital tools and platforms, particularly Office 365 suite, as well as other relevant software and technologies used within the council. 
Proven experience of designing content and training programmes including e-learning authoring software.

	


	Ability to analyse the effectiveness of training programmes, gather feedback, and make data-driven improvements. 

	

	Proven experience in delivering engaging and effective digital skills training sessions, adapting methods to suit different learning styles and levels of digital proficiency and finding innovative solutions to enhance learning outcomes, preferably within a public sector or large organisational setting.

	

	Skills:

	Essential
	Desirable

	Excellent verbal and written communication skills, with the ability to explain complex concepts in a clear and accessible manner.

	

	Strong interpersonal skills to build rapport with trainees, provide individual support, and collaborate effectively with key stakeholders at all levels, subject matter experts and external partners.

	

	A customer-focused approach to understand and meet the digital skills needs of different departments and employees.

	

	Commitment to, staying up to date with the latest digital trends and best practices in digital skills training.

	

	Flexibility to adapt training content and methods in response to changing needs and emerging digital trends.

	

	Strong organisational abilities to manage multiple training sessions, maintain accurate records, and meet deadlines.

	



	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.






	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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