
Job Description 

 

Job Title:  Tech Assistance and Inclusion Lead   

Hours:  Part-time 17.5 hours per week flexitime over 6 days 

Reporting to: Chief Officer  

Salary:  £34,398 Pro Rata per annum 

 

Job Purpose    

▪ To operationally manage the Tech Assistance Project (TAP) 

▪ To help more disabled people benefit from technology and the digital world 

▪ To research the potential technology offers to support independent living 

▪ To increase skills, confidence, and safety to use technology 

▪ To create and manage stakeholder relationships with the private, public, 

higher education and voluntary sectors 

 

Main Responsibilities  

1. To plan, mobilise and review project delivery  

2. To recruit, train and supervise project volunteers, maximising peer 

leadership opportunities  

3. To oversee all project marketing and communications (including referral 

mechanisms) in a range of accessible formats including digital 

4. Conduct outreach and liaison to recruit beneficiaries; ensuring diversity and 

inclusion and that those in greatest need are enabled to participate 

5. To develop and implement an assessment, monitoring and review process 

for all beneficiaries using necessary software and CRM systems  

6. Identify the profile of need to maximise use of digital and assistive 

technology in the home for beneficiaries  

7. Reduce barriers to using digital and assistive technology by providing 

information and supporting access to equipment and data 

8. Coordinate and run Digital Saturday tech support drop-ins  

9. Deliver individual technology training and support sessions in line with 

assessed need  

10. Organise and deliver IT training workshops (physical or online delivery) 



11. To develop and support methods for project users and volunteers to have a 

voice in project delivery, review and development 

12. To coordinate all project monitoring, evaluation and reporting for OPE’s 

Board and funders 

13. To keep abreast of national, regional, and local research, policy and 

legislation in relation to the project and OPE user groups 

14. To produce quarterly project e-bulletin  

15. To contribute to the organisation’s communications, including e-

newsletters, social media, and digital channels  

16. With the Chief Officer review and update the OPE’s policies and procedures 

relating to technology and inclusion to ensure they best reflect the 

commitment to opportunity and inclusion of Disabled People in all aspects 

of the charity’s work 

17. To contribute to the strategic planning of this project and OPE’s future 

18. To ensure compliance with OPE policies and procedures in all aspects of 

work 

19. To report to and participate in supervision and appraisal with your Line 

Manager 

20. To attend meetings and events, occasionally out of office hours 

21. To attend training and engage in personal development as agreed in 

supervision and appraisal 

22. To attend and participate in team meetings 

23. Any other duties as deemed necessary to ensure the effective delivery of 

the organisation’s mission and activities 

 

 

 

 

 

 

 

 

 



Person Specification 

 

Job Title:  Tech Assistance and Inclusion Lead   

Hours:  Part-time 17.5 hours per week flexitime over 6 days 

Experience  
1. Lived experience of disability or mental ill-health  
2. Advanced digital skill set evidence by at least three years’ experience of 

using a range of hardware and software applications in an organisational or 
educational setting (including but not exclusively; Microsoft Office, Adobe 
products, databases, CRM systems, social media, film editing, and 
conferencing software such as Zoom, Skype and MS Teams  

3. At least two years’ experience of troubleshooting, problem-solving, 
mentoring or coaching around technical issues in any capacity  

4. At least one years’ experience of line managing staff or supervising 
volunteers  

 
Knowledge & Ability  
5. Confidence in delivering training and personalised support around the use 

of I.T. and assistive technology to Disabled People  

6. Knowledge and understanding of the digital inclusion agenda, especially as 
it relates to Disabled People 

7. Understanding and commitment to Social Model of Disability  
8. The ability to consistently identify, record and plan to meet the information, 

communication and technology support needs of beneficiaries where those 
needs relate to a disability, impairment, sensory loss, health condition or 
neurodiversity  

9. Excellent communication and interpersonal skills and knowledge of 
methods to overcome barriers experienced by some Disabled People 

10. An understanding of the benefits and limitations of assistive technology for 
Disabled People 

11. Ability to research, analyse and present data in an accessible manner 
(written and verbally) to a range of stakeholders 

12. Excellent organisational skills, including attention to detail  
13. Commitment to and understanding of safeguarding 
14. Understanding and commitment to equality and diversity in practice 
 
.  


