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JOB DESCRIPTION

	Job Title:

	Apprentice Digital Support Technician

	Reports to:

	Head of IT

	Department:
	IT

	Date written:
	July 2026


Context of Role

Brighton & Hove Museums Trust looks after several important museum sites, historic buildings and public-facing services across Brighton and Hove, including the Royal Pavilion. Technology is essential to how staff work, how visitors engage with our collections and exhibitions, and how the organisation makes informed decisions. This role will support day-to-day digital operations across multiple sites while also helping the Trust improve how it uses Microsoft 365, SharePoint, data, automation and emerging tools such as Microsoft Copilot.
Purpose of the Job

To support the Head of IT with practical digital support, systems administration and operational technology tasks across the Trust. The role is not a traditional helpdesk post, as the Trust has an outsourced IT helpdesk, but the postholder will provide first-line support where local knowledge, site presence, user guidance or internal coordination is needed.
To develop the skills and knowledge needed to support Microsoft 365, SharePoint, Power Platform, organisational systems, data processes, approved AI tools and museum-specific technology in a safe, secure and well-governed way.
Principal Accountabilities
1. Provide first-line digital support to staff across multiple sites where issues need local knowledge, user guidance or coordination with the outsourced IT helpdesk.
2. Troubleshoot hardware, software and connectivity issues, escalating to the outsourced helpdesk or suppliers where appropriate.
3. Assist with device setup, replacements, upgrades and basic asset records for laptops, desktops, mobile devices and shared equipment.
4. Support new starters and leavers by helping to arrange IT access, equipment, account changes and handover processes.

5. Log, track and resolve support requests using agreed processes, keeping clear records and communicating progress to staff.
6. Use Microsoft administration tools under supervision to support account management, device administration, security settings and routine operational tasks.
7. Support users with Microsoft 365 applications including Outlook, Teams, OneDrive and other approved collaboration tools.
8. Assist with SharePoint sites, permissions, document libraries, pages, forms and internal knowledge bases.
9. Support good governance around access, information security, data retention and the safe use of organisational systems.
10. Assist with the support, testing, documentation and maintenance of Power Apps and Power Automate workflows, including basic troubleshooting of data connections under supervision.
11.  Develop an understanding of how organisational systems and databases connect, and assist with basic data tasks such as imports, exports, validation and reporting data sources.
12. Support staff use of approved AI tools, such as Microsoft Copilot, and help maintain clear guidance on responsible, secure and appropriate AI usage.
13. Assist with testing and supporting AI-enabled workflows where appropriate, ensuring changes are documented and risks are escalated.
14. Support museum-specific technology, including collection management systems, ticketing or booking platforms, retail, café or EPOS systems, public-facing digital displays and AV technology.
15. Learn how technology supports public engagement, exhibitions, events and visitor services across the Trust.
General Accountabilities
To develop practices within the Trust that uphold and develop the principles of the Trust’s Equality in Employment Policy and the Equalities Policy in relation to staff and to service provision.

To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety and safeguarding of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. All staff will occasionally be asked to work front-of-house across any of our sites.

All staff will have an individual work plan explaining how they are contributing to the delivery of our vision and business plan which will be updated annually. 

Every member of staff will work as one team looking after five sites and three gardens. They will:

· Be visitor focused and business-like.

· Be a great museum professional.

· Always be listening and learning.

· Be an ambassador for B&HM.

Your duties will be as set out in the above job description but please note that the Trust reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.


PERSON SPECIFICATION

	Job Title:

	Apprentice Digital Support Technician

	Reports to:

	Head of IT

	Date written:
	July 2026


Essential Criteria

	Job-related Education, Qualifications and Knowledge
	· Interest in IT, digital systems, Microsoft 365 and how technology supports people at work
· Basic understanding of computers, mobile devices, common software and safe use of online services
· Awareness of information security, data protection and the importance of handling access and information carefully
· English and Maths GCSE A-C, 4-9 or equivalent, or willingness to work towards this if required


	Experience
	· Experience of helping others solve practical problems, either in work, education, volunteering or personal projects
· Some experience using Microsoft 365 applications such as Outlook, Teams, OneDrive, Word or Excel
· Experience of working with technology is helpful but not essential, provided there is a clear interest and willingness to learn


	Skills and Abilities
	· Ability to communicate clearly and patiently with staff who have different levels of digital confidence
· Ability to listen carefully, ask useful questions and follow agreed instructions or processes
· Good attention to detail when recording issues, updating access, checking data or documenting changes
· Ability to work independently on routine tasks while knowing when to ask for help or escalate an issue
· Willingness to learn Microsoft administration tools, SharePoint, Power Platform, approved AI tools and museum-specific systems
· Ability to keep clear records and write simple guidance for staff or internal knowledge bases
· Ability to work well with colleagues, suppliers, the outsourced IT helpdesk and staff across different sites
· Curiosity about how digital tools, data and automation can improve services while keeping costs low


	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with B&HM’s Equalities Policy.

	Other requirements
	· Required to work across multiple museum sites as needed
· Able to present a professional, helpful and calm approach when supporting staff and public-facing services
· Willingness to occasionally support out-of-hours work where planned technology changes, events or urgent issues require it




