
JOB DESCRIPTION

Job Title:

IT Support Technician
Responsible to:
Business Support Manager
Salary Scale:
£26,200 pro rata
Hours:

37 hours per week (some evening and weekend work will be required)
Duration:

Temporary
Location:
Nottingham
The main base will be in Aspley; however, work will be carried out at various locations across Nottingham dependant on beneficiaries.

Introduction

United Communities Network is developing a project which supports BAME women in the local community of Nottingham to overcome the barriers to training and employment. The project will be tailored and designed to meet the needs of specifically BAME women in the community and will offer employability skills training, help and practical support.

This will also involve the following support for participants through this project -

-One to one support with job search,

-CV writing and job application sessions,

-Job interview preparation sessions,

-ICT and computer training sessions,

-Basic numeracy and literacy skills training sessions,

-Information and advice to access ESOL courses,

-Driving theory practice sessions.

-Intensive mentoring and personal support on areas such as personal finance, health and well-being, to help participants build their motivation and confidence.
Job Purpose
Core Purpose:
· To provide a high standard of technical support and ICT service delivery to United Communities Network through various channels and be the first point of contact for all ICT issues for pupils and staff.

· To support the monitoring, evaluation and continuous review of the quality and effectiveness of ICT operations within United Communities Network.

· Install hardware and software as necessary and keep track of the assets of the Organisation.
Responsibilities:
· Develop and maintain all of the ICT systems to ensure maximum availability, access and efficiency.

· Carrying out routine and ad hoc device management tasks including regular proactive checks of hardware, monitoring of software installations for 100% compliance and ensuring all peripherals are in working order.

· Manage United Communities Network back-up systems and ensure backups are executed successfully
· Maintain ICT records and produce monthly reports for management. 
· Respond to incidents and requests for support logged by staff.
· Assist with the installation of workstations, printers, telephones and software in accordance with licenses, as well as resolving hardware faults, including the repair of ICT systems, down to modular level and occasionally component level.

· Support staff in the use of the network, internet and software.
· Maintain an asset register of all ICT equipment including regular audits of mobile devices.

· Monitor the anti-virus status of devices and remediate any issues.
· Update the web filtering service when requests for access are made in accordance with change management protocols.
Other Responsibilities
· Attend meetings as required
· Participate in professional development opportunities, willingness to develop additional skills and expertise

· Keep up-to-date with current developments and legislation affecting ICT operations within your area of responsibility

· Contribute to development through identified communication and consultation channels

· To respect the confidential nature of information

· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos/work/aims of the Organisation
· Develop constructive relationships and communicate with other agencies/professionals
· To undertake any other duties not detailed above commensurate with the level of the post.

NB: If shortlisted, any relevant issues arising from references will also be taken up at interview. References will be used to support the selection panel’s assessment. Online searches will be carried out on any shortlisted candidate.
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