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Getting the most out of digital & tech

Our work together over the next couple of months
» Systems and processes audit and mapping exercise

» Staff team workshops x 2 - how are you currently using digital
technology

» Potential benchmarking assessments - Digital Maturity Matrix,
Charity Digital Code and the Charity Digital Skills report

» Co-creating an action plan

» Staff team training sessions responding to skills needs — bespoke
+ open sessions where available



Today’s session

» Digital Maturity Matrix — prompts for discussion

» What tools are you all using?

» Systems & process mapping

» User persona — how do you work? What are you pain points?
» User stories — what do you need to be able to do

» A note on Change

» All the while testing lots of M365 tools!



What is digital?

v'Digitising processes - making use of tech and digital to
operate more efficiently and effectively

v'Basic digital infrastructure — upgrading devices & systems
v'Digital skills and digital inclusion — upskilling staff and clients
v'Digital engagement — comms & marketing

v'"New digital services — evolving in response to user need

v'Oorganisational & service redesign and transition


https://medium.com/@cassierobinson/what-were-learning-about-how-the-sector-understands-digital-2ef0a07c2a68

DIGITAL MATURITY MATRIX

How do you shape up?

Leadership and strategy Content

Expertise and capacity Communications and
campaigns

Technology Data and insight

Service design Security and data
protection

https://tools.ncvo.org.uk/digitalmaturitymatrix



https://tools.ncvo.org.uk/digitalmaturitymatrix
https://tools.ncvo.org.uk/digitalmaturitymatrix




Which tools are you using?

Outlook Email

Outlook

Adobe Acrobat Google analytics

Loomly
Google Sheets Exce I POWGfPOl nt

OneNote Office

Otter.ai Zotero
Quickbooks Instagram
Bright HR Mailchimp ~Whatsapp
Calendar Publisher OffiC€  Google workspace

Google Capcut I ea m Canva
Internet Explorer

Sharepomt Search engines 759m

Adobe Rush

Adobe Suite - Linkedin  Google Docs

Social Media Outlook Calendar

Word Advice Pro

Monday.com

Microsoft Google survey
Microsoft Edge



Taking a closer look (an example from another org)

People & External Internal Document Managing | Analysing & | Project Research &
Organisations | Comms Comms collaboration & | training & | Presenting | Management surveys
sharing events data

Charity Log Email Email Teams Event Excel Monday Survey

(Office suite:  manage Monkey
Word, Excel, ment

PowerPoint & system
Chat shared

in an online

space for

invited

people only)

Outlook Phone & Phone & SharePoint Data Asana Jot form
address text text (Office Visualisa
books messag message suite: Word, tion tools

es S Excel, (eg



Systems mapping

Website — Eventbrite el .  Survey Monkey Web Helpdesk

Eventbrite
App
Office 365 Forms

PDF resports

AirTable



What good could look like

Document People &
collaboration & sharing Organisations

Internal Project

Communications management
e
CRM
Database

External Data analysis &

Communications Presentation

Training & Event

Research & surveys
management




Other
volunteer
promo
websites

LEAH
website

Volunteer
recruitment
webpage

Volunteer
Progression
Spreadsheet

Master Application
Spreadsheet

Volunteer Recruitment process / system diagram

Mailchimp 1

(Supporters)

> Mailchimp 2

(Volunteers)

Sharepoint

Meonitoring Form
(equal opps?)

Resource space

Lamplight

Volunteers list (for
Contact to offer training)

interview spreadsheet

Essential
Skillz

platform

Volunteer pairings
spreadsheet

Send out resources

for training course

Induction session -
checklist completed

DBS initiated




User persona example

Goals:

« Equip young people
with the knowledge,
skills & contacts they
need to get a job

Usage practices:

- Office based but runs skills training
sessions community centres across
the borough.

« Uses her own personal laptop for
external training sessions

Tasks/Activities:

* Link young people up
with mentors to help
them on their journey
to employment

« Deliver skills training to
young people to help

. them get jobs

,,E « Make sure young

, people are aware of
the opportunities out

there

Frustrations/pain points/feelings:

« No online database or training
material location means lots of prep
before & after the sessions

 Reliant on wifi in training centres to
get online

« Aware that the current mainly paper
based system is wasting time but
anxious about upskilling to go 100%
online

+ Using own laptop so shouldn’t really
download or store client’'s data but it's



User needs statements

vWhat are key pain points / challenges in your daily work?

v Let's create User Needs Statements...



User needs statements

AsS O
| need to be able to
So that | can



User stories example

As a Foodbank co-ordinator

I need to be able to produce a list of beneficiaries and
thelr requirements for each ward in the borough

So that | can prepare parcels and map the addresses
for the delivery drivers



Some more examples..

As an Administrator I need to know when there are

vacancies in the houses so that | can accept incoming
referrals

As an | need to be able to record
iInNformation whilst I'm out and about so that | can maximise
My time with clients

As a | need to organise rotas so that we
have the necessary staffing for 24/7 cover



Create at least 4 for yourself

As a

| need to be able to

So that | can



As an administrator | need
valunteers and dients to be
able to communicate
digitally 50 that | can spend
time focusing on important
administrative wark 'm not
waiting on both parties
replies.

A5 a manager | need to be
able to communici
effectively with the team |
managed in a way that is
camfortable and efficient
for them s that | can
understand their issues
needs and haw to help
moativats them beter.

———

As a digital inclusion
coordinator | need to be
sble to have time &
resources with feedback
sothat | can test my
implemented solutions and
systems for issues and
bugs.

comms

As = director | need to be
able to communicate with
trustees staffand
valunteers more effectively
sothat | can create a
unified and supportive
team with a clear and
consiztent mizzion and
purpose.

Asa coordinator | need ta
be able 1o bridge
communications between
volunteers and clients so
that | can and in short time
sensitive information these
received quickly and
efficiently.

423 girecior | need 1o be
able to develop
partnerships with
organisations who are

involved with ethnic

minarities wha have

English needs so that | can
zenerate incame and
support more clients

As 3 caordinator team
leader | need to be able to
record outcomes on lamp
lights <o that | can check
my students progress and
report to our funders.

Funder reporting

Asa coordinator | need ta
be able to manage
registers and lamp light in
community class sexings
sathat | can record
registers 20d chack
personal details et cetera.

VUl ILIy a
laborious

paper
exercise)

As a coordinator |
need to be able to
record monitoring

—
outcomes so that |
can show
progression for
e Az 2n adminiztraor | need
to be able to know when
T ——

remots classes cliant it
dates are so that we have
an accurate idea of what

spaces are available in our

As a coordinator team
leader | need to be able
to record outcomes on
lamp lights so that | can
check my students
progress and report o

(Hall does not
have wifi - | have
to hotspot from
my own personal
phone to use this)

Zoom classes.

As 3 volunteer coordinator
| need to be able m get
information from
pplication farms (M5
Forms) onto Lamplight so
that | can have volunteer

A5 a digital inclusion
coordinator | need to be
able to understand my
teams jobs and duties so
that | can provide solutions
and streamiined
slternatives.

Az coordinator | need to
be able 10 communicate
with clients and volunteers
whilst in a work
environment and when out
in the community so that |
can arrange meetings,
troubleshoot exc.
T (Currently have a Teams
phane number and use this
on Iaptop but Teams is
averwhelming on my
personal mobile o | don't
have it on there any longer
— regular disruption when
not working)

T ——

As a digital inclusion
coordinator | need
to speak with clients
sothat | can
implement services
that benefit them.

our funders

B

As 3 coordinator team
leader | need to be able to
chegue the numbars and

outcomes of my clients and
valunteers and my teams
clients and volunteers so
that | can keep track of the

numbers and check the
clignts prograss.

———

data on Lamplight and

reference this etc.

(Current process
uses Power
Automate to
populate an Excel
spreadsheet - then
data is copied from
there to Lamplight)

A5 a volunteer coordinator
| need to be able to
manitar and track
enquiries, applications.
incerviews erc 5o thatl can
report end of year
statistics.

C—

As a digital inclusion
coordinator | need
to have a hardware
supply chain so that
| can provide
hardware to clients.

upload interview notes

As 2 coordinator | need to
be able to record
information when | am out
at dient assessments so
that | can add dlientdats
tweo Lamp Light and pair
with volunteer.

(Currently write
up notes then
have to transfer
to Lamp Light
when we get back
to the office)

As an administrator
| need to be able to
gather referral client
data more efficiently
so that | can process
referrals and log on
Lamplight.

Currently
Reviewing online
referral form - lots
of duplication of
effort.

Az an administrator | need

10 be able to respond to

cnline donatiens in a imely
fashion 5o that | can thank

and inspire donars.

(Currently Local
Giving looking into
this at the moment

using it on our

website but not
moenitoring it
properly)

(Currently MS
Form where
data is then

transferred to

Lamplight)

Funder reporting

R —

Operations
/ data

As 3 coordinator | need to
be able to share client=
class survey results with
twrors so that | can keep
tutors informed of that
performance successes

and improvement paints.

As a coordinator |

Asa manager | need to be
able to find or extract
accurste data easily and
quickly 5o that | can make
informed decisions er
influgnce high level
decision makers with
evigence.

(Lamplight has

Strategy
/ data

limited
functionality and
flexibility and is

time consuming)

—
need to be able to Az 2 manzger| nesd tobe
. able to manipulate dzta
know what As an administrator cquickly and effectively and
volunteers are I need to be able to improve my excel skills so
available so that | tidy up Lamplight so e
= e . and present useful data in
can pair volunteers at | can preven S
with clients. duplication of data
e (Currently have a | —
spreadsheet that | ————
is updated
As a coordinator | need manually - lots of
to be abl look at
[0 DE a E[D. 00K af double entry
referrals liston K
Lamplight for all three work)
areas so that | can see
————
what clients are waiting
to be paired.
T — As a coordinator team

leader | need to be able
to cheque where
clients and volunteers
live so that | can pair
them with someone
living nearb

| can check that now ™
but | should do it for
each individual it
would be easier to

xample clustering

As a manager | need to
be able to gain insights
into the needs of
clients and volunteers
so that | can ensure our
services meet their
needs

-

NS from another org




How do we all feel about change?

The change "}{ e
{\ o ol R 8 Y 'b‘f.‘; i '
SOy 22N
The primary The secondary X

- T £
77‘-/?

The Edge Model (ORSC tool)

Moving Colleagues from Digital Resistance to Digital Curiosity & Engagement
(voutubecom) (approaching change at 33.11- 36.45)



https://www.youtube.com/watch?v=VIFiZOKc4P8&t=2203s
https://www.youtube.com/watch?v=VIFiZOKc4P8&t=2203s

Where do you see yourself?



’ superhlghwoys

ogy for community benefit

Thanks for joining me


mailto:katewhite@superhighways.org.uk
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