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ROLE AND KEY RESPONSIBILITIES
As an industry placement student, you will support the digital services team by:
· Assisting customers and colleagues in accessing services via digital platforms.
· Supporting the collection, entry and checking of data, ensuring accuracy.
· Helping clients complete and submit digital forms and reports.
· Observing and contributing to diagnosing access or data issues, escalating where appropriate.
· Learning how to use data tools to support reporting and analysis.
· Communicating clearly with technical and non-technical users through email, phone, online meetings and chat systems.
ABOUT THE ORGANISATION
Organisation XX is a local authority with a large digital services team supporting housing, education, finance and other key services. The team works across departments to provide digital access and customer support.

The authority is implementing a corporate digital strategy to improve customer experiences through technology. This gives students the opportunity to learn about digital transformation in practice while contributing to real projects.
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STUDENT SPECIFICATION:
We are looking for a student who:
· Has an interest in ICT and data, with a logical approach to problem-solving.
· Pays attention to detail when recording or handling data.
· Communicates clearly, whether by phone, email, online meetings or chat.
· Is confident using basic digital tools (Word, Excel, email) and willing to develop skills in online collaboration platforms such as Teams, Zoom and shared project systems.
· Is adaptable and able to manage tasks both in-person and remotely, with guidance.
· Is open to adopting and embracing new technologies, including the use of AI tools to support data analysis, reporting and customer services.
· Is friendly, professional and able to work with colleagues and customers from a range of backgrounds.
· Is reliable, punctual and enthusiastic about developing digital skills in a workplace environment.
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