

HEREFORDSHIRE, LUDLOW & NORTH SHROPSHIRE COLLEGE
Job Description

HOURLY PAID LECTURER – DIGITAL CONFIDENCE AND BASIC DIGITAL SKILLS

FACULTY			Faculty of Community Studies

RESPONSIBLE TO 		Curriculum Team Leader

JOB PURPOSE

The Hourly Paid Lecturer will deliver a short, practical programme of basic digital skills to working health professionals. The postholder will provide inclusive, supportive and engaging teaching that develops learners’ confidence in using everyday digital tools and systems in the workplace. The programme will be delivered over five weeks, with one three-hour session per week (15 taught hours in total). The lecturer will prepare appropriate teaching and learning materials, support learners with differing starting points and maintain appropriate records in line with College requirements.

HLNSC is committed to equality of opportunity, safeguarding including the Prevent Duty and promoting the welfare of all learners and expects all members of staff to share this commitment.


MAIN DUTIES AND RESPONSIBILITIES

A flexible approach is required to the job as change may be necessary within the scope of the post.

1.	Teaching Responsibilities

· to create an inclusive, supportive and practical digital learning environment that enables adult learners to build confidence and achieve successful outcomes
· to develop learners’ basic digital knowledge, skills and confidence through demonstration, guided practice and hands-on activities
· to adapt teaching approaches and pace to meet differing learner starting points, levels of confidence and support needs
· to promote safe, responsible and appropriate use of digital technologies and maintain a safe working environment

2.	Organisational and Administrative Responsibilities

· to support the organisation and delivery of the five-week Digital Confidence and Basic Digital Skills programme
· to liaise with the Curriculum Team Leader and relevant colleagues regarding delivery, learner support and any issues arising during the programme
· to prepare accessible and differentiated learning activities and resources that meet programme objectives and the needs of adult professional learners
· to maintain appropriate learner, attendance and teaching records as required by the College
· to provide appropriate guidance and signposting to learners who require additional digital support
· to contribute to learner feedback and evaluation of the programme
· to undertake reasonable administrative duties associated with the delivery of this short programme




3.	Curriculum Development

· to contribute to the planning, development and evaluation of the Digital Confidence and Basic Digital Skills programme
· to develop and adapt inclusive, relevant and engaging learning materials covering digital fundamentals, Microsoft 365, documents and files, workplace digital systems, cyber security and artificial intelligence
· to ensure learning activities remain relevant to the workplace context of working health professionals and reflect the agreed programme outcomes

4.	Staff Development

· to participate in skills updating and continuing professional development relevant to digital skills, teaching practice and College requirements
· to participate in relevant College staff development and appraisal arrangements where applicable to hourly paid staff

5.	Research and Consultancy

· to contribute, where appropriate, to evaluation or development activity that supports improvement of digital skills provision within the College


Person Specification

	Criteria
	Essential
	Desirable

	A higher education-level qualification in any subject area, or equivalent professional experience.
	✓
	

	Relevant qualification and/or substantial practical experience in digital skills, IT, digital learning or a related field.
	✓
	

	A minimum Level 2 qualification in literacy and numeracy.
	✓
	

	Strong practical competence in Microsoft 365 applications, including Outlook, Teams, Word, OneDrive and SharePoint, with awareness of cyber security, information governance and safe use of AI.
	✓
	

	Experience of teaching, training, coaching or supporting adult learners with differing levels of digital confidence.
	✓
	

	Ability to explain digital concepts clearly, patiently and in accessible language.
	✓
	

	A relevant teaching or training qualification at Level 3 or above, or a commitment to work towards an appropriate qualification.
	
	✓

	Experience of delivering digital skills training within health, care, education or another professional workplace environment.
	
	✓



