MOULTON COLLEGE
JOB DESCRIPTION
	Job Title:
	Digital Innovation Coach

	Department:
	Excellence and Innovation > Digital Innovation

	Hours:
	To be confirmed

	Responsible to:
	Head of Digital Innovation

	Reports:
	N/A

	Salary / Scale:
	c. £30,000 per annum

	Date of Issue:
	September 2026



Organisation Chart
Executive Director - Excellence and Innovation
Head of Digital Innovation
Digital Innovation Coach
Aims and Purpose of the Post
To support the development of staff and student digital skills, AI literacy and confidence in the effective use of technology across the College.
To proactively support College-wide digital development by identifying learning needs and providing targeted coaching, training and practical support.
To act as a Digital Champion, identifying digital, AI and technological advancements and supporting staff and students to adopt these safely, responsibly and effectively.
Work with the Head of Digital Innovation to agree priorities for digital development activities, staff CPD, student workshops and Digital Innovation Hub sessions, and lead and support their planning, delivery and evaluation.
To support teaching and professional services staff in embedding digital technologies, AI tools and innovative practices into learning, teaching and College operations.
To work collaboratively with the Head of Digital Innovation, Digital Innovation Technologist, Digital Innovation Apprentice, Teaching Innovation Coaches and curriculum teams to promote a culture of continuous digital improvement across the College.
Specific Responsibilities
Digital Skills and AI Literacy Development
Support the development of staff and student digital skills in line with the College Digital and AI Literacy Frameworks.
Deliver workshops, coaching sessions, demonstrations and training activities that develop digital confidence, capability and productivity.
Provide one-to-one and group support to staff and students in the effective use of digital technologies.
Promote the safe, responsible and ethical use of digital technologies and AI tools, in line with College policies, data protection, safeguarding and information security requirements.
Develop accessible learning resources, guidance materials and self-service support content to encourage independent learning and problem-solving.
Staff Development and CPD
Plan, develop and lead engaging staff CPD sessions relating to digital skills, AI literacy, Microsoft 365, educational technology and digital innovation.
Deliver digital onboarding and induction activities for new staff.
Work with curriculum and professional services teams to identify digital development needs, agree practical development goals and provide targeted coaching and support, with follow-up to review progress and next steps.
Share emerging technologies, sector developments and examples of effective digital practice across the College.
Evaluate digital development activities and CPD provision using participant feedback, follow-up evidence of application and changes in digital confidence and capability, and use the findings to improve future provision.
Digital Innovation Hub
Support the day-to-day delivery and development of activities within the Digital Innovation Hub, with a focus on coaching, demonstrations and skills development, while sharing routine reception, bookings and administration duties when needed to support the Digital Innovation Apprentice.
Lead demonstrations, workshops, showcase events, booked support sessions and drop-in activities for staff and students.
Support staff and students in accessing and using Digital Innovation Hub technologies, resources and facilities safely and effectively.
Promote engagement with emerging technologies, including artificial intelligence, immersive technologies, digital media and assistive technologies.
Work collaboratively with curriculum and professional services teams to maximise effective use of the Digital Innovation Hub.
Teaching and Learning Support
Support teaching staff in planning and delivering digitally enhanced learning activities in the Digital Innovation Hub and in classrooms.
Provide classroom-based digital support and co-deliver sessions with teaching staff involving digital technologies, AI tools, immersive technologies and innovative learning approaches, with teaching staff retaining responsibility for curriculum delivery and assessment.
Support curriculum teams to embed meaningful digital skills development within programmes of study.
Work alongside Teaching Innovation Coaches during learning walks to identify digital development needs and effective digital practice, contributing specialist digital guidance within a supportive, developmental remit.
Provide supportive follow-up coaching, resources and development activities arising from learning walks, as agreed with the Teaching Innovation Coaches and relevant managers.
Promote accessible and inclusive digital learning approaches in line with College procedures and relevant accessibility standards.
Digital Support and Adoption
Provide coaching and digital skills guidance to staff and students through the Digital Innovation Helpdesk, including queries requiring detailed explanation, demonstration or follow-up development. Provide occasional routine helpdesk cover and practical guidance to the Digital Innovation Apprentice when needed, balancing this support with planned coaching and development activities through priorities agreed with the Head of Digital Innovation.
Support staff and students in using College business systems, digital platforms and approved AI-powered tools effectively and confidently.
Assist users in resolving digital skills and technology usage issues, escalating technical or system administration matters to IT, MIS or the relevant system owner where appropriate.
Support the implementation, piloting and adoption of new digital technologies, services and learning resources.
Maintain guidance materials, knowledge-base resources and support documentation, and identify recurring themes that could be addressed through training.
Innovation and Continuous Improvement
Research emerging technologies and innovations relevant to education, College operations and the wider workplace, and recommend potential applications to the Head of Digital Innovation for consideration before piloting or wider adoption.
Support pilot projects and innovation initiatives across curriculum and professional services teams.
Gather feedback on digital technology pilots and adoption, evaluate their usefulness, accessibility and impact on learning or College operations, and share findings to inform decisions about further use.
Contribute to College digital strategy objectives and continuous improvement initiatives.
Act as a champion for digital innovation, accessibility and inclusion.
General Duties
To attend both day and evening meetings, courses and events considered to be of benefit to the College and the individual.
To promote and adhere to the College Safeguarding Policies and Procedures.
To promote and adhere to the College Health and Safety Policies and Procedures.
To manage student conduct in accordance with College policies.
Promote the welfare of young people and vulnerable adults in all aspects of College life and ensure safeguarding arrangements are adhered to at all times.
The active promotion of and commitment to best practice in equity, diversity and inclusion.
Contribute and demonstrate fully and at all times the positive promotion and role modelling of the College core values, generic competencies and professional behaviours expected of all staff employed by Moulton College.
Undertake any other duties as required by the Principal and as may reasonably be expected commensurate with the post. This may include temporary or permanent redeployment to an equivalent grade of post within the organisation.
This job specification represents the major tasks to be carried out by the postholder and identifies the level of responsibility at which the postholder will be required to work. In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any subsequent changes will be carried out in consultation with the postholder.


PERSON SPECIFICATION
Digital Innovation Coach
	Criteria
	Essential
	Desirable

	Qualifications

	Relevant professional qualification in education, digital learning, coaching, training or a related area
	X
	

	Minimum of grade C/4 in GCSE English and Mathematics, or equivalent
	X
	

	Teaching, training or coaching qualification, or willingness to work towards one
	
	X

	Experience and Knowledge

	Experience of delivering engaging training, workshops, coaching or development sessions to individuals and groups
	X
	

	Experience of supporting people with differing levels of digital confidence and capability
	X
	

	Experience of using Microsoft 365 applications confidently and supporting others to use them effectively
	X
	

	Knowledge of safe, responsible and ethical use of AI and digital technologies
	X
	

	Understanding of accessibility, inclusion and the creation of accessible digital content
	X
	

	Experience of working in education, preferably Further Education
	
	X

	Experience of supporting digitally enhanced teaching and learning in classrooms or practical learning environments
	
	X

	Experience of using AI-powered productivity tools, immersive technology, digital media or assistive technology
	
	X

	Experience of supporting developmental learning walks, coaching activity or professional development planning
	
	X

	Ability and Skills

	Ability to plan, deliver and evaluate staff CPD and student digital skills sessions
	X
	

	Ability to explain digital tools and concepts clearly to both technical and non-technical audiences
	X
	

	Ability to coach and support colleagues and students in a constructive, practical and non-judgemental way
	X
	

	Ability to create clear, accurate and accessible guidance, learning resources and support materials
	X
	

	Ability to co-deliver sessions and work confidently with staff and students in classrooms and the Digital Innovation Hub
	X
	

	Ability to organise and prioritise a varied workload, including planned delivery and responsive support
	X
	

	High-level interpersonal, written and verbal communication skills
	X
	

	Ability to work collaboratively with curriculum teams, professional services, IT, MIS and system owners
	X
	

	Personal Attributes

	Enthusiastic about developing the digital confidence and capability of others
	X
	

	Curious, reflective and willing to test and evaluate new approaches
	X
	

	Patient, approachable and able to build positive professional relationships
	X
	

	Commitment to continuous improvement, accessibility and inclusive practice
	X
	

	Willingness to work flexibly, including occasional evening or weekend activity where required
	X
	

	Safeguarding

	Satisfactory enhanced DBS disclosure
	X
	

	Awareness, understanding and commitment to the protection and safeguarding of children, young people and vulnerable adults
	X
	

	Commitment to College policies on safeguarding, health and safety, confidentiality, student behaviour and equity, diversity and inclusion
	X
	


I confirm my acceptance of the role as outlined above and agree to apply myself fully to the responsibilities of the post.
Signed: ____________________________________    Date: ____________________
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