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LASA – JOB DESCRIPTION

COMMUNITY BUILDER AND TECHNOLOGY CONSULTANT

MAIN PURPOSE AND SCOPE OF THE JOB

To work as part of the Technology Services Team to provide an expert advice and consultancy service on Information and Communication Technologies for third sector organisations, to help build their capacity to manage and use ICT effectively and strategically.

___________________________________________________________________
POSITION IN ORGANISATION

Responsible for: 
N/A 

DUTIES AND KEY RESPONSIBILITIES

A. Providing Advice and Support on the use of Technology

· Contribute to the development of policy, resources and training materials on technology in the third sector generally, and the development and testing of our products and support materials including our AIMS database system;
· Provide telephone, email and online advice to enquirers from third sector organisations on a range of issues around the use of technology in the sector, including strategy, management and technical issues;
· Provide technical and other support for our products and services by telephone, email, or online;
· Deliver consultancy, training, seminars and other events to third sector organisations on the effective use of technology;
· Deliver consultancy and training to AIMS users to enable them to make best use of the software;
· Ensure excellent customer relationship management;
· Ensure effective administration, maintenance and development of the service and online resources including Suppliers Directory and Knowledgebase;
· Liaise with other lasa staff, external partners, and volunteers as appropriate to deliver services;
· Ensure that Lasa’s technology advice and support services are delivered to the highest standard, is accessible and quality assured and, where appropriate, delivered in accordance with funder requirements.

B. Monitoring and Reporting

· Ensure that effective service recording; monitoring and evaluation systems are in place, and that effective monitoring and evaluation is carried out;

· Preparation of Regular reports of outcomes against targets;

· Ensure budget management, including ensuring that income generation targets and relevant grant conditions are met;

· Assist with grant reports and monitoring reports for funders, as necessary.

C. Service Developments

· Maintain an awareness of the needs of users of Lasa services, and contribute to the development of the service, including through the creation of new resources and the use of new channels and methods of delivery, as appropriate;
· Keep up to date on relevant technology developments;
· Contribute to Lasa activities as appropriate, including ensuring the service's contribution to Lasa’s strategic planning process;
· Work with the Technology Services Team Leader and others as appropriate in identifying new income generation and funding opportunities.

GENERAL RESPONSIBILITIES

· To be flexible and carry out other associated duties as may arise, develop or be assigned in line with the broad remit of the post;

· Maintain and improve competencies through continuous professional development;

· Abide by organisational policies, codes of conduct and practices;

· Support and promote diversity and equality of opportunity in the workplace;

· Treat with confidentiality any personal, private or sensitive information about individual organisations and or clients or staff etc.

Date Written:

November 2012
LASA – PERSON SPECIFICATION

COMMUNITY BUILDER AND TECHNOLOGY CONSULTANT

This person specification sets out the essential, minimum qualities we are seeking for this post. Please ensure that your application demonstrates how you meet the criteria. You may include voluntary, unpaid and paid work.
	
	CRITERIA
	Criteria Tested At

	EXPERIENCE
	· Several years’ experience of communicating technical information clearly and concisely
· Researching, writing and publishing web based information

· Providing consultancy and phone and face to face support to non-technical users

· Technology project management, including working successfully to tight and immovable deadlines

· Budget management experience
· Experience of building relationships in a customer care environment and working with a stakeholders at a senior level 
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	SKILLS/ ABILITIES
	· Absorb technical  information and changes accurately and quickly

· Communicate complex technical  ideas clearly and concisely

· Meticulous and strong attention to detail

· A demonstrable record of writing for Web and other journals on complex technical issues
· Working supportively in a team environment

· Time management and organisational skills
· Ability to be calm and controlled in pressured situations.
· Clear and concise communication skills face to face and over the phone
· Ability to reconcile contrasting demands from competing stakeholders
· Excellent IT skills including a working and up to date knowledge of Microsoft Office including Word, Excel, Outlook and database skills
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	KNOWLEDGE
	· How Technology can be used to support organisations

· Management, strategic and technical issues affecting effective implementation of technology developments

· Good all round technology knowledge

· Issues affecting the voluntary sector and technology

· Marketing services in a customer focussed environment

· Knowledge and commitment to diversity and ability to apply awareness of diversity issues to all areas of work
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	EDUCATION/ 

TRAINING
	· No particular qualification is required but evidence of continuing professional development in a relevant area
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	OTHER REQUIRE-MENTS
	Able to travel nationally and stay overnight sometimes at short notice.
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