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	Reports to:
	ICT Manager / Team Leader
	

	Employee Management:
	None
	Grade:
	2
	Profile Ref:
	97897

	Purpose of the Post

	To assist in providing Information and Communication Technology (ICT) services to the Council and to assist with supporting the technical functions of the departments 

	Responsibilities

	· Input, check and maintain a variety of electronic and paper-based systems, ensuring information is accurate and stored appropriately

	· Assist with the resolution of ICT service desk calls

	· Gather, collate, analyse and evaluate data/information/statistics and produce reports/information/data which is appropriate for a range of audiences

	· Undertake periodic audits of data and information

	· Deal with telephone and face to face enquiries providing appropriate advice and guidance to customers as required

	· Undertake a variety of project work and research, ensuring information is of high-quality and completed according to deadlines

	· Develop and maintain knowledge of regulations, policies and procedures which have implications for service delivery

	Education and Training
	Measure
	Rank

	· Level 2 qualification
	A/C
	E

	· Training on Microsoft Office
	A/C
	E

	Relevant Experience
	Measure
	Rank

	· Experience of working within an ICT or service desk environment 
	A/I
	E

	· Experience of developing and using information systems
	A/I
	E

	· Experience of working with confidential and sensitive information.
	A/I
	E

	· Experience of undertaking research and providing written and verbal reports of findings.
	A/I
	E

	· Experience of operating computerised information systems
	A/I
	E

	General and Special Knowledge
	Measure
	Rank

	· Knowledge and understanding of national and local government policies and agendas.
	A/I
	E

	· Working knowledge of computer based systems including Microsoft Office.
	A/T
	E

	· Knowledge in relation to information governance, data protection, health & safety and risk management. 
	A/I
	E

	· Knowledge and understanding of ICT service management methodologies
	A/I
	D

	Skills and Abilities
	Measure
	Rank

	· Good communication, negotiation and interpersonal skills with the ability to deal with a variety of internal and external stakeholders.
	A/I
	E

	· Ability to analyse  problems and follow through to logical conclusions.
	A/I
	E

	· Ability to handle and process manual and computerised information ensuring accuracy of processing and safeguarding of sensitive and confidential information.
	A/I
	E

	· Good analytical skills with attention to detail and the ability to report findings. 
	A/I
	E

	· Ability to organise and prioritise conflicting workloads to meet strict deadlines.
	A/I
	E

	· Ability to work flexibly as part of a team.
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's vision, priorities, values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E


