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Job Description

	Job Title
	IT Support Assistant/Print Operator

	Department
	CAIS Business Services

	Base Location
	Wrexham

	Hours of Working
	37.5 hrs per week over 7 days

	Salary Banding
	£17,935.58 per annum


	Accountable To
	Commercial Director

	Reports To
	IT Support Manager

	Line Management Responsibility
	None


	Job Purpose:
To assist in the implementation and delivery of IT support to the company.



	Main Duties and Responsibilities:
· Respond to faults and service requests

· Visit CAIS Offices across Wrexham and elsewhere as necessary and as agreed with your manager, i.e. 

· to diagnose and fix networking and hardware faults

· hardware installation and maintenance 

· provide one-to-one assistance 

· explanation of services to users

· make and attend appointments where appropriate
· Assist in the implementation of IT training sessions
· Undertake defined, regular networking and web maintenance tasks to agreed procedures
· Provide technical and operational support to the Print Room in terms of software, media and IT that feeds into the printing machine, promote and support the development and delivery of a professional printing service to CAIS and its partners.
· Keep records of Print Room materials consumed.

· Keep records of time spent on visits and other activities as required
· Adhere to IT related procedures and policies (acceptable use, data protection, purchasing etc)
· Developing new technical platforms for IT services and to roll these services out to users
· Customer support activities, answering telephone, email and face to face enquiries
· Inform the IT Manager of resolved and unresolved problems
· Attend meetings to provide input, updates, and receive feedback 
· Support end-users 

· PC troubleshooting 

· Hardware setup/maintenance 

· Software installation/maintenance 

· Undertake various other tasks on an ad hoc basis at the request of the IT Manager, and to a level commensurate with training, knowledge, grade and skills

· Maintain accurate records – Keeping IT inventory up to date
· Configuring Smartphones and supporting their users
· Identifying ways of improving IT services across CAIS, bringing ideas for discussion at meetings
· Researching IT systems and technologies, as requested by the IT Manager


	General:

N/A



	Professional:

· To participate in the CAIS continuous learning , development and appraisal process
· To maintain professional accreditation as appropriate to role
· To attend training provided, organised or arranged by CAIS
· To operate within and observe CAIS policies and procedures as amended and updated 



This Job Description provides a framework in which duties may be carried out, however it may be necessary to make alterations and adjustments from time to time to meet the needs of the service.
Person Specification for IT Support Assistant
	
	Essential
	Desirable
	Method of Assessment

	Qualifications:


	GCSE, A-level (or equivalent) in IT or related subjects
	MCSA (Microsoft Certificated Systems Administrator)

HNC/HND Computing.

Professional IT Qualification (e.g. Cisco, Microsoft MCP)


	Certificates where applicable

	Experience:


	Knowledge and experience of working in a Microsoft networked environment
Minimum two years relevant experience

Ability to help IT users on a one-to-one basis

Communication with IT users
Experience of using photo editing software, Photoshop, In Design

	Knowledge and experience of maintaining Microsoft Server systems.

Experience on printer repair and maintenance
	Interview
Evidence portfolio

	Skills:


	Follow oral and written directions 
Follow procedures
Proven ability to provide IT assistance to individuals


	
	Interview
Evidence portfolio

IT Test

	Knowledge:


	Microsoft Office Suite and end-user support

	
	Interview
Evidence portfolio

IT Test

	Personal Qualities:


	Excellent interpersonal skills
Able to start and finish projects in a timely manner

Handle multiple tasks in a constantly changing environment

Work in a team environment as well as independently

Communicate effectively with others both in person, over the phone and by email
Time management


	
	Interview

	Other Relevant

Requirements:


	Full driving licence and full use of vehicle
	Welsh speaking
	Evidence 
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