
BARNSLEY COLLEGE


JOB DESCRIPTION (REC 3)  



Post Title :			AI Upskilling Community & Digital Skills Trainer 

Department:			Digital & Creative Industries 

Reporting to : 			Line Manager

Grade				TEACH1	  			

Summary of the Post 

To deliver accessible, practical AI and digital skills learning across Barnsley, taking short, low-barrier training directly into community and workplace settings. The post holder will support adults with differing levels of digital confidence to understand and use artificial intelligence safely and effectively, with particular emphasis on everyday digital skills, confidence building and progression into further learning. 
The role is central to the College's Barnsley AI Upskilling Challenge Fund activity and will combine learner engagement, enrolment, teaching, assessment, information, advice and guidance, and accurate monitoring/evaluation activity. Delivery will include community venues and employer sites and may use the project mobile training unit. 

Main Duties 

· Deliver engaging AI taster sessions and related introductory digital skills activity in community and workplace settings across Barnsley. 
· Teach practical, role-relevant use of AI, including Microsoft Copilot, communication, summarisation, planning and administration, using safe simulated examples and human verification. 
· Explain AI opportunities and limitations, responsible and ethical use, privacy, security, bias and the importance of checking AI-generated outputs. 
· Adapt delivery for adults with different starting points, including people with low digital confidence, limited access to technology or other barriers to participation. 
· Provide demonstrations, assisted registration and face-to-face information, advice and guidance so that participants can access suitable learning and progression routes. 
· Complete enrolment, eligibility checks, attendance, baseline and exit activities, completion records and other required learner documentation accurately and on time. 
· Gather evaluation evidence, learner feedback and practical assessment evidence to support project monitoring, improvement and reporting. 
· Support participants to progress into appropriate Barnsley College and partner digital and AI learning, including Entry Level, Level 1 and Level 2 routes where appropriate. 
· Develop and adapt teaching resources, safe scenarios and learning materials in response to learner, community and employer needs. 
· Work collaboratively with the Curriculum Lead, Employer Engagement Officer, project team and community/employer partners to coordinate effective delivery. 
· Contribute to continuous improvement by identifying barriers, sharing learner feedback and suggesting changes to content, timing, locations and support. 
· Maintain safe working practices when delivering away from College sites, including responsible use, transport and security of project laptops, connectivity and other equipment. 
· Promote the College positively in community and employer settings and contribute to recruitment and outreach activity connected to the project. 


Standard Duties in all College Job Descriptions

· Engage in the implementation of College Quality systems. 
· Show a commitment to diversity, equal opportunities and anti-discriminatory practices. 
· Show a commitment to ensuring that children and young people learn in a safe environment. 
· Participate in relevant and appropriate training and development as required.
· Ensure that all information is secured, used and maintained in line with internal and external standards including ensuring that confidential information is processed in line with the Data Protection Act and College policies.
· These duties may be amended from time to time by the line manager in consultation with the post holder.

Departmental Specific Duties

· Support the College's wider digital inclusion and AI skills activity across Barnsley and contribute to an inclusive progression pathway into further digital learning. 
· Build positive relationships with community hosts, employers and partner staff while on site, creating a welcoming environment for adults who may be returning to learning. 
· Use project-managed accounts and simulated data appropriately and reinforce safe AI practice throughout delivery. 
· Contribute to standardisation, tutor briefings, learning observations and quality improvement activity. 
· Ensure all project data and documentation are complete, accurate and handled securely in accordance with College requirements. 

Method of Working

Barnsley College expects all staff to work effectively as part of a team or teams, delivering high quality education and support to staff and students.  As a minimum this requires dealing with people politely and tactfully, communicating with colleagues and students both formally and informally, offering guidance and information in accordance with College guidelines, policies and procedures when requested and contributing to the maintenance of the Barnsley College environment. In order to do this staff are expected to make themselves aware of the relevant policies and procedures. All staff are required to maintain confidentiality as required.   


Public Relations

Considerable importance is attached to the public relations aspect of all work undertaken by Barnsley College staff. It is a prime objective therefore that staff will at all times project to the public the image of the College as keen to assist wherever possible, and positively promote the work that is carried out across its various services. 
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PERSON SPECIFICATION REC 4 - AI Upskilling Community & Digital Skills Trainer

	Specification 
	Ref 
	Criteria 
	Essential / Desirable 
	Measured by 

	Education and Training 
	ET01 
	GCSE English and Mathematics (grade C/4 or above) or equivalent Level 2 qualifications. 
	Essential 
	Application Form / Documentary Evidence 

	 
	ET02 
	Relevant Level 3 or higher qualification in digital, computing, education, training or a related area, or equivalent occupational experience. 


	Essential 
	Application Form / Documentary Evidence 

	 
	ET03 
	Teaching, training or learning and development qualification, or willingness to work towards an appropriate qualification. 


	Desirable 
	Application Form / Documentary Evidence 

	 
	ET04 
	Relevant Microsoft, AI, digital skills or industry certification. 
	Desirable 
	Application Form / Documentary Evidence 

	Work Experience 
	WE01 
	Experience of delivering training, teaching, workshops, demonstrations or skills support to adults. 


	Essential 
	Application Form / Interview / Task 

	 
	WE02 
	Experience of supporting people with differing levels of digital confidence or skills. 


	Essential 
	Application Form / Interview / Task 

	 
	WE03 
	Practical experience of using generative AI tools, including Microsoft Copilot or comparable tools, for everyday or workplace tasks. 


	Essential 
	Application Form / Interview / Task 

	 
	WE04 
	Experience of community outreach, adult learning, employer-based delivery or working in non-traditional learning environments. 


	Desirable 
	Application Form / Interview 

	 
	WE05 
	Experience of enrolment, attendance, learner records, evaluation or evidence collection. 
	Desirable 
	Application Form / Interview 

	Skills and Knowledge 
	SK01 
	Confident digital skills and the ability to demonstrate everyday technology clearly to learners with different starting points. 


	Essential 
	Interview / Task 

	 
	SK02 
	Working knowledge of generative AI opportunities, limitations and responsible use, including verification of AI-generated outputs.
 
	Essential 
	Interview / Task 

	 
	SK03 
	Ability to explain digital and AI concepts in simple, accessible language without unnecessary technical jargon. 


	Essential 
	Interview / Task 

	 
	SK04 
	Ability to plan and facilitate engaging short learning sessions using practical activities and demonstrations. 


	Essential 
	Interview / Task 

	 
	SK05 
	Ability to adapt learning for adults who may have low confidence, limited digital access or additional support needs. 


	Essential 
	Interview / Task 

	 
	SK06 
	Good verbal and written communication skills and the ability to build effective relationships with learners, colleagues and external partners. 


	Essential 
	Interview / Task 

	 
	SK07 
	Accuracy in record keeping and confidence using digital systems to record participation, attendance, assessment and evaluation information.
 
	Essential 
	Interview / Task 

	 
	SK08 
	Awareness of data protection, privacy, cyber security and safe handling of information when using digital and AI technologies. 


	Essential 
	Interview / Task 

	 
	SK09 
	Ability to provide supportive information, advice and guidance and encourage progression into further learning. 


	Essential 
	Interview / Task 

	 
	SK10 
	Knowledge of barriers affecting adult participation in digital learning and practical approaches to inclusive engagement. 
	Desirable 
	Interview / Task 

	Personal Qualities 
	PQ01 
	Friendly, approachable and able to build confidence with adults who may be anxious about technology or returning to learning. 


	Essential 
	Interview / Task 

	 
	PQ02 
	Self-motivated, organised and able to manage delivery across different locations. 


	Essential 
	Interview / Task 

	 
	PQ03 
	Flexible approach to working patterns and locations to meet community and employer needs. 


	Essential 
	Interview 

	 
	PQ04 
	Professional, reliable and able to work independently while contributing effectively to a project team. 


	Essential 
	Interview / References 

	 
	PQ05 
	Reflective and willing to adapt delivery in response to feedback and evaluation evidence. 

	Essential 
	Interview / Task 

	Suitability to work with children, young people and vulnerable adults 
	CH01 
	Motivation to work appropriately with children, young people and vulnerable adults. 
	Essential 
	Interview / References / DBS Check 

	 
	CH02 
	Ability to form and maintain appropriate relationships and personal boundaries with children, young people and vulnerable adults. 

	Essential 
	Interview / References / DBS Check 

	 
	CH03 
	Emotional resilience and professional judgement when supporting people with differing needs and circumstances. 
	Essential 
	Interview / References / DBS Check 









