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Wheely Tots
IT Coordinator: Kickstart Scheme

Wheely Tots believes that all children, families and communities should be healthy, confident and

resilient.

This role is offered th
Click here to find out

rough the Kickstart Scheme for 16-24 year olds claiming Universal Credit.
more: https://jobhelp.campaign.gov.uk/kickstart/

Role

IT Coordinator: Kickstart Scheme

Commitment

e 6 month placement

e 25 hours per week to be worked flexibly according to your other
commitments.

e NB The Wheely Tots office is closed on Wednesdays.

e DBS check required

Tasks &
Responsibilities

Wheely Tots is a charity focused on social integration. We are based in Haringey,
North London.

Your main tasks will be to work with the Wheely Tots team to ensure everyone is
using the available technology efficiently and effectively and to identify ways we can
use technology better.

You will be expected to learn about the organisation, the systems and processes we
use and suggest ways we can work more efficiently.

You will work with our wider team and session leaders to identify opportunities to
record and capture the information we need to report on our activities and apply for
funding for new projects.

Where appropriate, you will engage with our followers via social media in a friendly
and informative manner.

You will also edit, monitor and update the Wheely Tots website and our online shop.

Skills, experience &
qualifications

Whilst it is not necessary for you to have previous experience in a professional IT
support role, you will need to have a good understanding of how IT is used in a
professional context and some experience of helping others to learn to use new
technology.

Competencies

e Able to work alone or with a buddy
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Discreet and trustworthy with good organisational skills

Flexible and adaptable with good administration skills

Confident communicator by email, phone and video call

Experience using Google Drive (or similar)

Comfortable dealing with different people from diverse backgrounds and
experiences

Self-motivated

Open to new ways of working and finding the most efficient way to do things

Location e Home based, managed remotely during lockdown
Our office is based in Tottenham. Ideally we are seeking someone with
knowledge of Haringey and its communities

can offer additional training and learning opportunities depending on the individual
recruited.

What we can offer Applicants will have access to a Career Coach throughout their Kickstart role and we

We will provide an induction to our processes and procedures relevant to this role.

Wheely Tots are an equal opportunities employer and welcome applications from all. We do not
discriminate based on, but not limited to, the following; age, education, disability, gender identity,
partnership status, parental status, race, colour, nationality, ethnic or national origin, religion or
belief, sex or sexual orientation.

Pay: This role is paid at National Minimum Wage.

How to apply.

Applications for Kickstart roles need to be made through your Work Coach.

To apply for this role, send your CV and a cover letter to jobs@wheelytots.com using Kickstart: IT

Coordinator as the title. In your cover letter explain why you’re applying and what you hope to learn from
working with Wheely Tots.

As an alternative to a cover letter, you can tell us about your skills and experience via a video (up to three
minutes).

We are accepting applications on a rolling basis.
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