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JOB DESCRIPTION
Job title:

IT Support Technician

Location:
Based at Trinity Hall. You will undertake work at other associated sites in Cambridge as required.

Responsible for:
n/a

Reporting to:

IT Manager

Job objective:
To assist the IT Manager in the provision of an effective and efficient IT service to the Fellows, students and staff of Trinity Hall.

Experience:
A minimum of 1-2 years experience of IT administration, preferably in an academic environment.

Main duties:
● To be the primary point of contact for student IT support issues to include network connections, computer security and advice on utilization of College IT resources.

● To provide IT support to students, staff and Fellows including "hands on" technical support, advice and provision of IT resources as may be required.
● To maintain accurate records of support activities using the in-house call management system.

● To assist with administration of the College network. This includes anti virus activities and investigation of abuse of network services.

● Administer Academic IT resources within the College as directed.  This includes the various computer rooms and other public IT resources within the College e.g. PWF/MCS, network printers, Library catalogue systems and the Library self-issue system.

● To provide accurate accounting data regarding chargeable facilities used by students e.g. printing charges.

● To administer the College Loan PC scheme.

● To maintain Data Protection requirements when dealing with any data on any systems. 

● To undertake further training when required.

● To undertake other reasonable duties as may be required by the IT Manager.

Trinity Hall reserves the right to change the duties detailed in this job description at any time.  Changes will be introduced following discussion with the post holder.

This is not an exhaustive list and is intended as a general guide. 

The post holder is expected to demonstrate a commitment to personal and professional development.

As a result of the essential and critical nature of the College’s network, the post holder must be prepared to work “out of hours” (including weekends) on occasions.

PERSON SPECIFICATION

	
	Essential
	Desirable

	Qualifications/

Education
	A levels or high level IT qualification, preferably IT related


	University degree

	Skills/knowledge/

training
	Ability to explain technical issues in an easily understood manner to non-technical staff.

Ability to relate/ communicate effectively with all types of users

Excellent communication skills

Display a commitment/ interest in keeping up to date with latest IT development

Thorough knowledge of current MS Windows operating systems 

Ability to work in a team

Fully conversant with Windows 2000 and Windows XP.


	Knowledge of TCP/ IP networking 

Knowledge of Linux operating systems

Knowledge of Apple OSX operating systems

Knowledge of anti-virus software and forensic software such as Spybot and Hijack This.

Administration of Windows 2003 Active Directory networks.

Experience of Windows Vista

	Experience
	1-2 years of IT support experience
	Experience in both a commercial and higher education environment



	Personal attributes
	Willingness to assist and help

Articulate

Willingness to learn new skills

Helpful and cooperative approach

Patience 

Good listener

Resourceful

Flexible


	


Last updated June 2009 







