BIRDLIFE INTERNATIONAL - JOB SPECIFICATION/DESCRIPTION


	JOB TITLE:
	IT Technician (part time)

	DIVISION/DEPARTMENT:
	Finance & Administration 


1. OVERALL PURPOSE OF JOB

	To act as first port of call for all IT-user problems.

To assist Cambridge Secretariat staff in resolving general computer problems.

To support Head of IT as directed.

To assist in the general routine of computer procedures and in the maintenance of Network & Servers, Workstations, Laptops etc.

To assist in training and development of user IT competence.

To assist and support visiting regional Secretariat staff (& external visitors on Secretariat business) with computer queries and helping them to solve such problems.
To coordinate and assist the setting up of IT equipment for presentations, meetings, training sessions and conferences as may be required. 


2. STAFF RELATIONSHIPS

	REPORTING TO (LINE MANAGER):

	Head of IT Systems


	REPORTING TO JOB HOLDER (LINE MANAGED STAFF):  

	None specifically, but occasional supervisor of outside contractors


	PRINCIPAL OTHER STAFF RELATIONSHIPS/RESPONSIBILITIES WITHIN SECRETARIAT:
(Include nature of work relationship)

	All BirdLife Cambridge Secretariat staff.
All visiting Regional Secretariat staff.
External visitors on BirdLife business.

	PRINCIPAL STAFF RELATIONSHIPS/RESPONSIBILITIES WITHIN BIRDLIFE NETWORK :
(Include nature of work relationship)

	Likely to be limited, but may involve interaction where seconded/out-posted staff are hosted by Partner organisations.


3. KEY WORKING RELATIONSHIPS

(Note: Rank each contact type on level 1-3 as indicated below)
	Contact 
	Level 

(1-3)
	Contact 
	Level 

(1-3)
	Contact 
	Level 

(1-3)

	BirdLife Network Organisation Staff
	1
	General Public
	1
	Institutional policy makers /Politicians/ Corporations
	1

	BirdLife Advisory Groups, Committees, Reg. Councils
	1
	Press & Media
	1
	Institutional 

Funders
	1

	BirdLife Global Council
	1
	Regulators/Legislators/ Auditors
	1
	Individual donors/ members
	1

	Suppliers/Service Providers
	2
	Scientific Community


	1
	Royalty/VIPs/

High worth Individuals
	1

	Level of Contact 

1.= General Informing. "Appearance, first impressions".  May have some independent outside exposure and contact, primarily informative.

2.= Presenting/Representing/Reporting "Relationship management".  Independent exposure representing BirdLife. Maintaining individual contacts. Usually managing information flow. 

3.= Justifying/Negotiating - "Influencing decision makers".  Independent exposure as lead contact, representing Birdlife to highly influential people.  Responsible for complex and sensitive/high risk communications.




4. MAIN DUTIES/WORK PROGRAMME RESPONSIBILITIES

	By main work area:

	Workstations

Recording and responding to incidents received from staff on a daily basis.

User support/Resolving user problems.

Speaking to relevant outsourced support companies to log / update support calls as required.
Ensure that all workstations are adequate for the needs of the users.

Regular updates of workstation operating systems, applications and security software.

Regular maintenance of all UK laptops.

Configure and install new computer hardware to users required specification.

Document all set-up and software installations specific to BirdLife.

Maintain good communication with external support companies.

Network and Servers

Ensure daily backups are taken and successful.  

General maintenance of domain user accounts (new users, leavers, changes etc.)

General maintenance of infrastructure cabling and infrastructure hardware.

Regular check of server applications for upgrades and service patches.

General

Source and purchase hardware for Cambridge office and some overseas offices.

Manage BirdLife resources, (laptop pool, LCD projectors etc.)

Assist HR in recommending, arranging and giving user IT training.

Support the secretariat Intranet (internal information board).

Technical support, configuration, and training of Video Conferencing system in UK.

Providing cover for Head of IT during holidays and off-site visits.



5. LIMITS OF AUTHORITY/RESPONSIBILITY FOR RESOURCES

	RESPONSIBILITY AREA
	LEVEL OF AUTHORITY

	Financial/Budgetary


	Limited (small limit of authorisation during Head of IT absence)

	Contracts – Funders

	None

	Contracts – Staff/Consultants
	N/A

	Contracts – Service providers
	N/A

	Legal Responsibility


	N/A

	Other


	None


6. EDUCATION/SKILLS AND OTHER SPECIAL REQUIREMENTS

	REQUIREMENTS
	KNOWLEDGE/SKILLS/ATTRIBUTES

	Minimum General Education


	GCSE Level

	Job Specific Education/ Qualification
	NVQ Level

	Job Specific Knowledge
	Familiarity with Microsoft Networking, Windows Server 2003/2008, Windows XP/Vista Desktops, Microsoft Office, general PC Troubleshooting and Network Printing issues.

	Experience
	2-3 years working for an IT Services / IT Outsource company or organisation in a similar role. 

	Management & organisational skills
	A systematic approach to problem solving.  Ability to organise own workload and prioritise accordingly.

	Communications skills
	Good verbal communication skills. Calm personality with friendly communication skills to problem solving issues.  Ability to communicate IT language in a simplified manner. 

	Creativity & Initiative
	Initiative to think around role and immediate issues to improve quality of service. 

	Computer Literacy


	A high degree of computer literacy.

	Languages


	Ability to speak other European languages an advantage.

	Travel requirements
	Potential travel to regional office remote sites.


	
	

	
	

	OTHER DESIRED/HELPFUL KNOWLEDGE/SKILLS/ATTRIBUTES

	An outgoing personality with the ability to understand people’s problems and manage staff requests in a professional and efficient manner.  A friendly approach to resolving IT issues



	Prepared by:
	Date:



	Tony Leggatt, Head of IT Systems

	August 2009, Updated February 2010
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