Job Description

Title: Internet Cafe Manager
Salary: £17,985 pa

Ref:

Status: 3 yr permanent contract

Job Purpose

To manage the day to day activities of an ITC access point, and the accompanying cafe in
Needham Market. To manage and facilitate the future developm f the Internet cafe.
The long term organisational aim is participatory self-manage his means that
everyone - members, volunteers, staff, directors and other — should be an integral
part of the decision-making and planning, all with equal v, orth. The active
participation and involvement of stakeholders is an ess e organisations
ethos and it is the manager’s role to facilitate this.

Key Relationships
* Responsible to the directors;
* Responsible to members;
* Responsible to users of the service;
» Working closely with staff an
» Liaising directly with external

Main activities & responsibilities

* To manage and \ line with*the business plan.

» Develop, plag 1 deli ini ff, volunteers and users.

nd provided with a safe and suitably
equipped en ndards of security within an open
welcoming

er related matters - for staff and users, in a
eir age, skill and ability.
edures are adhered to, in line with legislation and the

e of the premises, ensure it is kept clean, tidy, well
d and fully staffed.
ament of overall objectives of the project.

» Refine and 2 the business plan, policies and procedures as necessary i.e. in
line with legislation, or new project developments.

* Review and update internet usage guidelines.

» Research funding opportunities on an ongoing basis and prepare bids as necessary

» Plan and organise methods of evaluating the project, which will involve staff, users
etc to be fully participatory.

» Liaise with external partners and statutory bodies as appropriate.

General

All activities and duties are to be carried out within relevant legislation - Equal
Opportunities, Disability Discrimination, Health & Safety, Child Protection, Data Protection,
Copyright, etc.



Job Description

Title: IT Coordinator

Salary: £16,137 pa pro rata

Ref:

Status: 6 month temporary contract

Job Purpose:

To assist in the provision of an ICT Access Point in Needham Market.

To check and maintain the Internet Cafe’s ICT resource for safe ctive use by users
and staff.

To keep appropriate records of hardware and software, an
actions taken.

To support users and staff in the appropriate use of |

pport requests and

Key relationships

* Responsible to the manager.
» Working closely with other staff and comp
* Close relationship with the us

» Connect, set up and ormal operation.

e Perform routine g : g basic software packages
and setting caq ' etwork monitoring reports and utilities.

o Set up hard ic cf ing of networked PCs.

ious IT and Internet related matters.

velopment activities.
aluate ICT packages appropriate to a variety of skill levels

alled hardware and software; maintain a software library and
installed applications.

* Investigate 5ts for support; record diagnostic information, retrieve details of
similar requests’and either resolve or escalate to the appropriate level.

» Support staff and users in the use of ICT resources through direct interaction and
by producing simple help sheets.

General

All activities and duties are to be carried out within relevant legislation: Equal
Opportunities, Disability Discrimination, Health & Safety at Work, Child Protection policies
and procedures, Data Protection, Copyright, etc.



Job Description

Title: Internet cafe assistant
Salary: £14,523 pa pro rata

Ref:

Status: 6 month temporary contract

Job Purpose

To assist in the provision of an ICT Access Point and cafe in Needham Market.
To help provide drinks, snacks and meals as appropriate.
To help provide basic computer/internet training & advice.
To help provide leisure learning opportunities, including ga
To help provide a range of facilities-to enable printing, sc

their computer skills.
To become involved in assessing, and evaluatin i [ ture plans and
development.

Key relationships

* Responsible to the manager

* Working closely with voluntee ers and users.

Main Activities & Responsibilities

assist t as needed - ie logging on,

¢ To welcome all
C g, using cameras etc.

all objectives of the project including development of the
gs, forums, etc.
in the building and on the Internet - balancing it with as open

General

All activities and duties are to be carried out within relevant legislation: Equal
Opportunities, Disability Discrimination, Health & Safety at Work, Child Protection policies
and procedures, Data Protection, Copyright, etc.



