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Job Description

Position:			Information & Communication Technology Officer

Responsible to:			Chief Executive Officer

Hours:		22.5 hours per week – days to be discussed 

Salary:		£26,565 - £35,577 (pro-rata)

Role Summary:	To support the CEO and senior management team on the development and implementation of the information technology strategy for the Hospice.

To lead on the development, implementation and delivery of IT projects and solutions ensuring effective communications, management and reporting.

To provide technical support, advice and training for users to ensure competence and confidence with systems and maximum utilisation. 
	
	To provide accurate and relevant management information from the Hospice IT systems.
		

Role

· Ensure IT systems are fit for purpose by aligning capability & functionality of software within Hospice needs.

· To provide IT support and guidance to all users of Willow Wood Systems, liaising with the IT providers to ensure a robust system is in place and maintained and to support the changing needs of the Hospice.

· Ensure that the Hospice’s IT function is compliant with all relevant legislation, Hospice policies, procedures and standards.

· To be involved in future planning and implementation of systems for the evolving needs of patients and staff.

· To assist in the development of the Hospice website in conjunction with the PR, Communications and Marketing Officer and the Income Generation team and to be responsible for gathering data obtained via the website.

· To provide training and assistance to relevant staff on the use of software packages, and give support to users.

· Diagnose and resolve IT issues (personally and in liaison with external service providers), including regular health checks of Hospice IT equipment as required.

· Ensure that timely, regular and secure data backup routines are in place for all relevant Hospice IT applications and that backup recovery system is tested on a regular basis.

· Provide IT support to the Retail Outlets.

· To produce technical documentation, user guides and provide training as and when required.

· To liaise with external suppliers and agencies to resolve hardware and software issues.

· Manage user account administration and ensure system and network security is maintained.

· The installation and configuration of new computers and peripherals, in a addition to the re-siting of existing equipment dependant on requirements.

· To carry out the IT inductions with new users in the organisation.

· To ensure all relevant spare equipment is stored in a secure and organised manner.

· To help setup IT equipment in meeting/training rooms.


Responsibilities

· Manage and support the Hospice team and volunteers.

· To contribute to close working relationships with all personnel and to help build an open and honest culture that facilitates learning, creativity and excellence.

· Identify roles and responsibilities that could be delegated to volunteers. 

General

· To provide effective reporting and management information statistics as required

· To adhere strictly to data protection/Information Governance legislation and best practise guidelines. 

· To attend and actively participate in relevant departmental meetings.

· To participate in hospice education and training programmes.

· Any other duty reasonably assigned by your Line Manager
	
Health & Safety

· To co-operate actively in achieving the aims of the Hospice’s Health & Safety Policy and to ensure the observance of all Health & Safety Rules and Procedures.

Additional Notes

(a)	This document is a guideline to the general scope of duties involved and will be reviewed at regular intervals.  It is not intended as a rigid inflexible specification.

(b)	The employer shares with the employee the dual responsibility for suggestions to alter the scope and content of this document in order to improve the working situation.

(c) There is a duty to be aware and adhere to all professional governing body rules and any particular `Acts' or statutory requirements, which may vary from time to time.

(d) Willow Wood Hospice operates a no smoking policy.

(e) This post requires a satisfactory standard disclosure from the Disclosure and Barring Service (DBS).


Willow Wood Hospice is a registered charity, not part of the NHS and it costs over £2 million to run the Hospice every year.  We rely on support from the community of Tameside and Glossop, both through volunteering time and donating money to enable us to continue our existing services.  

For this reason, it is expected that all members of staff will also support the fundraising activities of the Hospice.  We encourage every staff member to help at, participate in, or support at least two fundraising activities every year.  Opportunities to support fundraising activities vary and could include helping at fundraising and shop events, taking part in an event and raising sponsorship or attending cheque presentations.  Staff members will be asked as part of their annual appraisal which events they have supported.







































Willow Wood Hospice Person Specification
Information and Communication Technology Officer


	Requirement
	Essential
	Desirable

	
Education and Qualifications


	· A recognised IT qualification or significant compensating experience  
· Good standard of education.  A minimum of GCSE grade A-C in English and Maths.
· Qualification and proficiency in use of Microsoft Office Suite
	· Evidence of continuing professional development

	Experience, knowledge, skills and abilities
	· Experience of working with a variety of software packages and databases
· Experience of training and supervising people of all abilities in the use of IT systems
· Strong project management experience
· Ability to analyse and resolve IT issues
· Excellent administration and organisational skills
· Able to take responsibility for delivering against objectives
· Ability to demonstrate confident and competent use of a variety of IT packages
· Ability to work under pressure and exercise judgement when dealing with enquiries
· Ability to analyse complex data
· Strong team working skills 
	· Experience of providing operational IT support at the level details in the job description
· A working knowledge of Concrete web development software


	Communication

	· Effective communication skills in order to inform, train, encourage and negotiate
· Excellent report writing skills
	

	Personal and other qualities

	· An empathy with the ethos of the hospice
· Work confidently and with discretion
· Demonstrate assertiveness, tact and diplomacy
· Proven organisational skills including keeping thorough and accurate up to date records
· Understanding of and compliance with confidentiality 
· Ability to work under pressure at times
· Flexible to the changing needs of the post
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