
JOB DESCRIPTION - CORPORATE SERVICES  

 
 
IDENTIFICATION 
 
Post Title: Work Experience Graduate - IT Post Ref:  
Section: IT Services Grade: WEG 
Responsible to: IT Manager (Customer Services)   
Responsible for:    

 
 
JOB PURPOSE 
 
To undertake a 12-month work experience placement  to support the work of the IT Services 
team.  Assisting in the planning, implementation and support of the Council's Microsoft 365 
Sharepoint adoption programme. 

 
 
PRINCIPAL WORKING CONTACTS 
 
IT Manager (Customer Services) 
IT Officers (Software) 
Assistant IT Officers 
Staff within the IT service 
Council and partner agency IT users 

 
 
MAIN DUTIES 

 

The post holder will be trained and supported to become competent in the following: 
 
1. Assist in the implementation, maintenance, development and support of Microsoft 

Sharepoint. 
 
2. Assist with the definition of user requirements for Microsoft Sharepoint. 
 
3. Assist with the design through to implementation of solutions to meet user requirements 

in Microsoft Sharepoint. 
 
4. Assist with end user adoption of Microsoft Sharepoint solutions. 
 
5. Develop an awareness of emerging technologies. 
 
6. Develop an understanding and awareness of all aspects of integrated IT delivery. 
 
7. Develop an understanding of IT security implications of infrastructure, design, 

development and support. 
 
8. Develop an awareness of the corporate improvement strategy. 
 
9. To develop skills and knowledge through the programme with necessary support. 
 
10. To attend training and development courses in order to achieve the necessary skills 

required. 
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OTHER DUTIES 

 

This job description is a broad picture of the post at the date of preparation.  It is not an 
exhaustive list of all possible duties and it is recognised that jobs change and evolve over time.  
Consequently, this is not a contractual document and the post holder will be required to carry 
out any other duties to the equivalent level that are necessary to fulfil the purpose of the job. 
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PERSON SPECIFICATION 
 
POST TITLE: Work Experience Graduate - IT   

  

DIVISION/DEPARTMENT SECTION: Corporate Services/Customer Services & IT (IT) 

 
 ESSENTIAL 

REQUIREMENTS 
DESIRABLE 
REQUIREMENTS 

METHOD OF 
ASSESSMENT 

PROFESSIONAL/ 
EDUCATIONAL 
QUALIFICATIONS 

Educated to Degree Level 
in a relevant subject. 
 
Graduated within the last 3 
years 

 Application  
Interview 

RELEVANT 
WORK/OTHER 
EXPERIENCE 
 
 
 
 

Knowledge of scripting 
languages 
 
Knowledge/understanding 
of Microsoft packages 
particularly word 
processing, spreadsheets 
and presentation software. 

Knowledge/ 
understanding of 
computer document 
storage 
 
Knowledge/ 
understanding of 
Microsoft 
Sharepoint 

Application  
Interview 
References 

PARTICULAR 
SKILLS/ABILITIES 
 
 
 
 
 

Excellent problem-solving 
skills 
 
Excellent oral/written 
communication skills 
 
Ability to prioritise a 
workload 
 
Able to analyse 
information with particular 
attention to detail. 
 
Ability to be flexible and 
adaptable to change. 
 
Ability to work effectively 
as part of a team. 
 
Awareness of the 
importance of 

confidentiality. 

 Application  
Interview  
References 

PERSONAL 
QUALITIES 

Professional attitude 
towards work. 
 
Good interpersonal skills 

 Application  
Interview  
References 

ANY ADDITIONAL 
JOB RELATED 
REQUIREMENTS 

Must be aged 24 or under, 
graduated from any 
institution with the last 3 
years (including those 
outside the Dundee 
boundary) and live within 
the Dundee boundary 

 Application  
Interview  
References 

 


