
  Job
     Description
      BARNSLEY
                                                        

       Metropolitan Borough Council

	DIRECTORATE/DEPARTMENT: Finance,  Assets & Information Services

	SERVICE AREA: Information Services
	SECTION: INFORMATION SERVICES


	JOB TITLE: System Support Officer

	JOB REFERENCE NO: INF/AS 004
	GRADE: 3


	RESPONSIBLE TO:
	Applications Manager


	EMPLOYEE SUPERVISION:
	None

	DATE AGREED: August 2013
	BY WHOM: David Robinson


	Purpose of Post:

To assist in the maintenance of and provide support to a number of business applications of the organisation to support the delivery of services to the Council and partners.
To provide help desk support to a number of systems within the Application Support portfolio
To work within best practice service management frameworks to support IT.
To provide support in testing new and upgrade solutions


	Key Areas:

To work to Applications Managers in supporting robust, reliable applications across the area of responsibility
To provide Business as Usual help desk support to systems across Applications Support
To support development of applications by assisting in  testing and development of test scripts


	Duties and Responsibilities:

1
To ensure that systems within the area of responsibility are maintained and supported to ensure they deliver effective / efficient and reliable support to service users.
2
To ensure compliance with effective, standardised ways of working which align with best practice as appropriate

3
To ensure that incidents problems and requests are recorded as appropriate
4
To comply with ICT policies and procedures for the areas of responsibility

5
To assist in the maintenance of detailed documentation for all ICT systems and interfaces in the area of responsibility
6
To provide information for key performance measures as agreed with service users 
8
To ensure that developments to key systems are supported to achieve ongoing service improvements 
9
To ensure that systems and processes utilised in the provision of the function are adequate and auditable to deliver security and performance                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
10
To be responsible for ensuring that Human Resources, Health & Safety policies & practices, risks management and business continuity plans are in place, regularly reviewed and communicated throughout the Division of Service .

11
To promote equalities & diversity issues across the Division of Service ensuring that all members of staff are aware of their duties and responsibilities. 

12
To ensure that performance and development reviews are undertaken to promote a positive organisational culture whereby employee skills and knowledge are enhanced to provide an effective customer focused service working to achieve strategic aims and objectives. 

13
To ensure compliance with all legal, statutory requirements, Standing Orders, Financial Regulations of the Council and all appropriate areas as documented in the senior manager accountability framework.
14
To ensure that all work functions are undertaken in accordance with Health and Safety regulations, codes of practice and relevant legislation.

15
Any other duties commensurate with the role of Developer as requested by management. 



	


The Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

	Date Job Description Revised: August 2013
	By whom: David Robinson












