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Job Title IT Assistant
Reporting to IT Manager
Date June 2017
	
	ESSENTIAL
	DESIRABLE

	Knowledge + Experience 

	
	IT literate and confident using and adapting to new systems and processes.
Basic knowledge of Desktop Virtualisation.
Printer set up and configuration.
Office 2010, 2013 and 2016 products.
First line support calls (email and phone) within knowledge or escalate up.
Visiting other premises to deal with minor issues as required.
Set up of equipment/mobiles if required.
Patching.
Software updates / maintenance as directed.
Experience of Windows 7, 10 + Server editions.
	RDS experience preferable.
Office 2016.
Some experience of iPhones preferable but not necessary.
VMWare.
Strong Networking.
IP Telephony.


	Qualifications

	
	
	Vendor Qualifications.

	Skills + Competencies

	Team Orientation


	Ability to work as part of a team and on own initiative. Takes a long-term view, sets goals for the future, taking a strategic perspective.
	

	Communication
	Good verbal and written communication.
	

	People Management


	Ability to prioritise own workload using a systematic approach.
	

	Customer Focus
	Is aware of the need to satisfy the customer (Internal and External)
	

	Results-orientation


	Focus on achieving the task and working to individual and team goals.
	

	Problem-solving
	Generate new ideas, enjoy being creative, thinks of original solutions.
Makes fast decisions, reaches conclusions quickly.

Ability to seek out relevant information to assist with decision-making. Considers the likely outcomes of various courses of actions, recognises and considers risk areas and the likelihood of success.
	

	Special circumstances

	      Shift Work

      Hours of Work

      Weekend Work

      Extensive travel
	Role will be Monday to Friday with 1 hour unpaid lunch. Hours to be discussed,
Ability to work on Weekends for planned projects.
Full driving license required with own transport.
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