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Digital Inclusion Lead

Reports to: Head of Engagement
Location: WHALE Arts Centre, Wester Hailes, Edinburgh (with outreach across the community)
Hours 14 hrs per week (part-time)
Contract: Fixed contract 2 years
Salary:  Band £ 25,992 - £27,292  per annum (pro rata)

About WHALE Arts
WHALE Arts is a community-led arts charity and social enterprise based in Wester Hailes. We believe creativity has the power to bring people together, improve wellbeing and create positive social change. We work alongside local people to deliver creative, cultural and community programmes that tackle inequalities, reduce isolation and build confidence, skills and opportunities.
Digital inclusion and participation is a key part of this work. We believe everyone should be able to access the benefits of digital technology safely and confidently.

Role Purpose
The Digital Inclusion Lead will coordinate and deliver WHALE Arts' digital inclusion programme, helping people overcome digital exclusion and build the skills, confidence and access they need to participate fully in modern life.
The postholder will lead our weekly Digital Drop-in sessions, provide one-to-one digital support, organise workshops and training, support volunteers, and work alongside local partners to increase digital inclusion across Wester Hailes.

Main Responsibilities

Digital Inclusion
· Lead the delivery of twice weekly Digital Drop-in sessions and 1:1 support sessions at WHALE Arts Centre, in the community and at partner venues. 
· Provide friendly, patient and practical one-to-one support for people  experiencing digital exclusion. 
· Help people access online services including NHS/ health and social care services, Benefits and Universal Credit, Banking, Employment and training , Housing services , Education, Travel/transport, Email and online communication. 
· Support people to use smartphones, tablets, laptops and computers confidently. 
· Promote safe and responsible use of the internet, including online privacy, scams, fraud awareness and digital wellbeing. 
· Encourage people to become more independent and confident in using digital technology. 
· Ensure activities are welcoming, inclusive and responsive to community needs. 
· Work with Marketing and Comms Lead, Head of Operations and Digital Sentinel Editor to ensure WHALE Arts website is regularly updated and maintained.

Community Engagement
· Build relationships with local people and community groups. 
· Identify barriers preventing people accessing digital services and work with colleagues to develop appropriate responses. 

Partnerships
· Work collaboratively with local organisations including housing providers, health partners, libraries, community organisations and education providers. 
· Signpost participants to relevant services where appropriate. 

Monitoring, Evaluation and Reporting
· Maintain accurate project records, monitor attendance and participant outcomes. 
· Collect feedback, case studies and evaluation evidence. 
· Produce reports for funders and internal monitoring. 
· Contribute to funding applications where appropriate. 

Other Duties 
· Work in accordance with WHALE Arts' safeguarding, health and safety and data protection policies. 
· Attend staff meetings, supervision and relevant training. 
· To be a key holder, opening and securing the building out of office hours when required.
· To help with reception cover over lunchtimes and occasionally ad-hoc to support the team when required.

Job descriptions cannot be exhaustive and the post-holder may, from time-to-time, be required to undertake other duties, which are broadly in line with the above key responsibilities.













Person Specification

Essential
Experience:
· Experience delivering digital support in community settings.  
· Experience supporting people of all ages with varying levels of digital confidence. 
· Experience working in community development, voluntary or third sector settings.  
· Experience monitoring projects and maintaining accurate records. 
Knowledge and Skills:
· Excellent digital skills across smartphones, tablets, laptops and common online services. 
· Good understanding of digital exclusion and the barriers faced by different communities. 
· Knowledge of online safety, cyber security and digital privacy. 
· Ability to explain digital concepts clearly using accessible language. 
· Excellent communication and interpersonal skills. 
· Ability to build positive relationships with a wide range of people. 
· Competent using Microsoft Office, Google Workspace and online communication tools. 
Personal Qualities:
· Friendly, approachable and patient. 
· Empathetic and non-judgemental. 
· Able to work independently and as part of a small team. 
· Committed to equality, diversity and inclusion. 

Desirable
· Knowledge of welfare benefits, online public services or health services. 
· Experience of working in Wester Hailes or similar communities. 
· Experience writing reports or funding applications. 
· Understanding of trauma-informed practice. 
· Willing to work occasional evenings or weekends to support community events. 
· Experience supporting people with additional support needs, disabilities or English as an additional language. 
The successful applicant will be required to undergo a Protecting Vulnerable Groups (PVG) Scheme check. 



WHALE Arts welcomes applications from people of all backgrounds and lived experiences. We are particularly keen to hear from candidates who are currently underrepresented in the arts, cultural and technology sectors.
The successful applicant will be required to join the Protecting Vulnerable Groups (PVG) Scheme.
Applicants must have the right to work in the UK. Unfortunately, WHALE Arts is unable to sponsor Skilled Worker visas.


How to Apply
See www.whalearts.co.uk/vacancies for more information.
Apply by email to recruitment@whalearts.co.uk attaching:
· An up-to-date CV detailing relevant education and employment experience.
· A covering letter demonstrating how your skills and experience meet the requirements of the role purpose, duties and person specification (max 2 pages) 
· Details of two referees, including at least one previous employer.
· Please also fill out our Equal Opportunities form in the recruitment pack on our website. (This form will not be used in the recruitment process; it is just used to evaluate our marketing reach)
If you wish you may apply via video/audio (no more than 5 minutes) or another method that suits your communication needs. We are happy to chat about how we can support people to apply and about the role. Please contact Zoë Squair, Director of Operations on 0131 458 3267 or zoe@whalearts.co.uk
Closing date: 9 am Monday 10th  August 2026.
About WHALE Arts
WHALE Arts is a community-led arts charity and social enterprise, founded by local people in in Wester Hailes, Edinburgh in1992. We connect our community with the creative opportunities through the delivery of projects, programmes and events.
Our Vision is to be the creative heart of a connected community, nurturing imagination, inclusion and wellbeing.
Our Mission is to bring people together through creativity, offering opportunities for learning, inspiration and meaningful connections in a welcoming and inclusive space.
At WHALE Arts we work with partners to share and celebrate quality creative and cultural projects. We build on these successes to inspire and empower our community to continue to demonstrate the power of creativity as a river for social change. Our programme is co-created with our community and designed for people of all ages and backgrounds. It includes visual art, craft, making, performance, cooking and growing, digital skills, therapeutic groups, community wealth building an enterprise, sensory creative play, outreach activities, weekly free community meals, school holiday programmes, trips, shows exhibitions and more.

We welcome 14,000 visitors a year, offering over 500 regular sessions and 200+ performances, family days, workshops, training and events, at WHALE Arts Centre and in places and spaces across Wester Hailes.

WHALE Arts is based in an area of urban social housing with areas of extreme deprivation (SIMD 2: 2-10%) on the outskirts of Edinburgh. It is a neighbourhood rich with ambition and assets but struggling with the impacts of multiple deprivation, including challenges related to health, employment, access to services, crime, housing and poverty. Local people are proud of the area and it rich history of social activism and organisations and individuals in the community work collaboratively to reduce inequalities and improve lives.
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