
IT Buddy Project – What’s Involved?
	Where does the volunteering take place?
	Community venues throughout West Lothian

	What’s the time commitment?
	Depends on you,  but generally one 2 hour session each week
We operate a 4 week induction period

	Why do we need IT Buddies?

	More of our life is carried out on-line nowadays. Many people don’t have access to, or the skills required to use the internet and some people have difficulty using online services, which will become more important with the role out of Universal Credit in West Lothian. West Lothian Council has a network of public access computers and offers basic IT courses but sometimes people need extra help or would like one to one assistance to deal with a particular issue.  We need volunteers to join our group of IT Buddies to provide support to customers in accessing and using on line services and making use of devices such as tablets and laptops 

	What help would I give to customers?

	Tasks will vary and depend on the help the client needs, but could include:

Helping customers to register for and use email accounts

Assisting clients to access, register for and use on-line services such as Universal Jobmatch. 

Assisting clients to access and use the Universal Credit website and register for and maintain online accounts
Demonstrate the range of online services available such as shopping, downloading books, films and TV programmes 

Assisting customers to register for and use council wifi services and helping them to use their own devices such as laptops and tablets

Providing basic IT and problem solving advice to support customers using on line services
Attending events to promote digital inclusion

Providing advice about IT security

Signposting and referring clients to IT and/or other training
Maintaining accurate records regarding the numbers of clients attending sessions and the nature of the support provided

Adhere to policies regarding client confidentiality, data security and protection of vulnerable groups

	What skills do IT Buddies need?

	IT Buddies should:
Be confident IT users
Have good listening, communication and customer service skills
Be able to maintain confidentiality , data security and other policies and guidelines
Enjoy working as part of a team and independently
Have an understanding of the barriers new IT users face 

	What training and support will be on offer?
	Training will be provided to all IT Buddies and will include:
Role of the IT Buddy; Public Access Computer Systems; Popular On-line Services; Dealing with email Accounts; extra help for clients ; Policies and Procedures; Protection of Vulnerable Groups.
Support will also be provided by a member of staff and ongoing training will be available to ensure that Volunteers develop the skills and knowledge they need to undertake their role 

	…and if I’m interested in getting involved?
	Come along to our Information Session to find out more. We will ask you to complete an application form and meet with us at an informal interview. We also ask you to provide the name and contact details of two people who would be willing to provide a reference for you.
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