EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: IT Systems Trainer
Department: Business Services
Grade: Single Status 9
Responsible to: Training and Development Consultant or Training and Support Officer
Responsible for:
Purpose of the Role:The IT Systems Trainer is part of the IT and Digital service, which provides the technology, systems and support that underpin the delivery of both frontline and back-office services across East Sussex County Council. The service works in partnership with Council departments and external organisations, including health and education partners and other public sector agencies, to ensure that business-critical information systems are used effectively to support service delivery and positive outcomes for residents. The service plays a key role in enabling the organisation to adopt new technologies, improve business processes and ensure that staff have the skills and knowledge required to work effectively in a changing digital environment.
This role helps staff get the most from corporate and specialist IT systems by providing training, guidance and support. The team contributes to the successful implementation and ongoing use of technology through user acceptance testing, the development of learning materials, delivery of training interventions, production of support resources and the provision of advice and guidance to users at all levels of the organisation.
As a specialist support role, the IT Systems Trainer is responsible for supporting user readiness and the successful adoption of systems and processes through the design, delivery and evaluation of learning and support activities. The postholder will work with a diverse range of stakeholders, including care staff, social workers, occupational therapists, teachers, managers and senior leaders, requiring the ability to communicate technical information clearly and effectively to different audiences. 
The role will contribute professional expertise, influence service improvements and support colleagues through coaching and knowledge sharing.The role requires the ability to understand complex business processes and translate these into practical learning solutions that enable users to work confidently and effectively.
The postholder will support organisational change programmes and system developments, helping users adapt to new ways of working and ensuring that changes are embedded successfully. This can involve working with services where changes to systems or recording practices present challenges.The role offers the opportunity to make a significant contribution to service improvement by increasing user confidence, capability and effective use of business-critical systems. 
Key tasks:
1. Deliver training sessions on IT systems, applications, and digital tools to staff and users.
2. Create and maintain training materials, including guides, videos, e-learning content, and user documentation.
3. Assess learning needs and tailor training programmes to different user groups and skill levels.
4. Provide post-training support, answering questions and helping users adopt new systems effectively.
5. Schedule and maintain training schedules for the IT Training team.
6. Gather and evaluate feedback and relevant activity information to assess the effectiveness of learning interventions and recommend improvements to training, guidance and user support.
7. Take ownership of assigned training and user-readiness work packages, planning and prioritising work over the weeks ahead to meet agreed objectives and implementation timescales.
8. Work collaboratively with service representatives, subject matter experts, technical teams and project colleagues to ensure that learning content accurately reflects systems, policies and business processes.
9. Contribute to user acceptance testing and system-development activities by testing processes from a user perspective, identifying learning implications and providing constructive feedback to relevant colleagues.
Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION

Essential key skills, abilities, knowledge, experience, values and behaviours
1. Experience of designing, delivering and evaluating training or learning support for IT systems. 
2. Experience of creating clear, accessible learning materials, guidance and support resources from source information. 
3. Knowledge of digital tools, corporate systems and desktop productivity software.
4. Ability to understand business processes and translate technical or complex information into practical learning for non-technical audiences. 
5. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
6. Experience of supporting user acceptance testing, system implementation or user-readiness activities. 
7. Ability to take ownership of defined work packages and see them through to completion. 
8. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
9. Ability to investigate and resolve user-learning or system-use queries, recognising when specialist technical input is required. 
10. Ability to analyse feedback and other relevant information and recommend improvements to learning and support. 
11. Ability to work collaboratively with service teams, technical specialists, subject matter experts and other stakeholders. 
12. Commitment to accessibility, inclusion, data protection and continuous professional development.
Desirable key skills, abilities, knowledge, experience, values and behaviours
13. Experience of supporting systems used in Adult Social Care, Children’s Services or another complex public service. 
14. Experience of working within a local authority or another public sector organisation.
15. Familiarity with digital learning tools and different methods of delivering workplace learning.
Document version control:
Date created/amended: October 2026
Name of person created/amended document: LW/BM
Job Evaluation Reference: 13057
Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	Yes

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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