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Job Title IT Assistant
Reporting to IT Manager
Responsible for N/A
Department IT
Date June 2017
Location Kingswood and all office locations

	Job Summary


	· To assist in the day to day running of first line IT support for the firm and dealing with escalations from the IT Trainee. Also, to raise any unresolved issues to the IT Manager and help with projects plus underlying issues.


	Key responsibilities 


	· Assisting the IT Manager in the day to day running of the firms IT systems to ensure a smooth operation.

· First line technical support for the firm’s employees by telephone or in person.
· Providing training to the IT Trainee and dealing with escalations.
· Maintaining the helpdesk system and keeping it up to date.
· Training on certain systems for employees.
· Assist in setting up new PC’s/Laptops and other hardware around the firms offices.
· Prioritise issues and assist where possible, escalating any that you are not able to or authorised to deal with, to either the IT Manager or external support company.

· Visit employees at other office locations to fix any issues that can be dealt with within the capabilities of the IT assistant to minimise downtime.

· Investigate projects as requested and report back to the IT Manager.

· Any other reasonable duties as directed by your manager.


	Signed by Job Holder



	(Print Name)
Signed:
	Date:
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