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	Our mission statement: The provision of a rural horticultural setting for the support of young people and adults with learning and/ or physical disabilities. Developing personal and social skills, individual opportunities and active participation in the local community.

	Position
	IT ASSISTANT

	Version
	1

	Date
	AUGUST 2025

	Purpose of Role:
	The IT Assistant has day-to-day responsibility for the maintenance of all IT based systems.

	Reporting

	Reports directly to:
	The Head of Operations and Compliance

	Direct accountability for the following roles:
	Nil at present.

	Accountabilities

	
	1. Responsible to maintain IT related systems including You Manage, Sharepoint, EPOS and the website.
2. Undertake specific projects with regards to these systems.
3. Help to implement new systems.
4. To maintain records of IT allocation to staff and service users, including log in details and passwords according to data protection legislation. 
5. To help to ensure IT related policies and procedures are reviewed at least annually and updated as and when necessary.
6. To ensure your own practice complies with safeguarding best practice and that any safeguarding issues are dealt with according to Trust Policy and Procedures.
7. To ensure that your practice complies with all data protection policies, legislation and best practice.
8. To manage physical resources.

	Key Competencies

	Leadership and Management:
	1. To ensure effective communication with staff, customers and external partners.
2. Take effective decisions.
3. To help plan, lead and implement change.
4. Manage your own resources and professional development, taking part in annual appraisal and continuing professional development.
5. To ensure that all records are maintained accurately and in line with the Trust Record Keeping Policy and Procedures.


	Business Development:
	1. To help to effectively implement the requirements of the business as outlined within the Business Plan.
2. To deliver the service in line with the defined budgets.
3. Ensure that the service is Customer Focused and continually reviewed so that any improvements are quickly identified and implemented.


	Internal and External Communication:
	1. To establish, develop and maintain effective working relationships with all staff, volunteers, customers, partners and stakeholders.
2. To represent the Trust positively and promote the ethos of the Trust.
3. Continually promote Equal Opportunities in line with the Trust Equality and Diversity Policy.
4. To fully comply with the Trust Code of Conduct Policy and ensure compliance by all staff.












Kehelland Trust Person Specification


	Position
	IT ASSISTANT

	Version
	1

	Date
	AUGUST 2025

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Education and Qualifications
	1. Fully computer literate, including Microsoft Excel and Office.
2. Safeguarding training.
3. Health and Safety training.
4. Prevent training.

	1. IT training.



	Previous Experience
	1. Experience working with IT systems, basic data entry. 
2. Experience working with people with learning disabilities/ physical disabilities, elderly and/ or people with mental health needs.

	1. Experience in website maintenance.


	Knowledge
	1. Commitment and understanding of Equality and Diversity.
2. To be able to understand data effectively.

	1. Previous experience of working with a charity and/or knowledge of managing a business that is a charity.


	Skills
	1. Ability to develop new initiatives.
2. Able to work using own initiative and accept responsibility for own decision making.
3. High level of IT skills.
4. Ability to plan and prioritise own workload.
5. Ability to cope well under pressure.
6. Be prepared to undertake personal development and training opportunities.
7. Excellent communication skills.

	

	Other
	1. Subject to a clear DBS list check.
	1. Full driving licence.
2. Access to own car.
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