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JOB DESCRIPTION

Position:   

ICT Technician  
Reports to:

Director of Finance and Operations
Department:
Finance and Operations
Location: 

London, UK
Salary:

£31,500 annual (pro rata to part time hours)
Grade:

7
Contract:

Fixed term 2 years


Hours: 

Part time (15 to 22.5 hours per week)
BACKGROUND
Over the past 80 years, the International Rescue Committee (IRC) has developed unparalleled expertise in responding to emergencies and helping uprooted communities to rebuild. Founded in 1933 at the request of Albert Einstein, the IRC offers lifesaving care and life-changing assistance to refugees forced to flee from war or disaster.

The International Rescue Committee UK is part of the IRC global network, which has its headquarters in New York and London. The IRC is on the ground in more than 40 countries, providing emergency relief, relocating refugees and rebuilding lives in the wake of disaster. Through 22 regional offices in cities across the United States, the IRC also helps refugees resettle in the US and become self-sufficient.

The IRC is committed to a culture of bold leadership, innovation in all aspects of our work, creative partnerships and, most crucially, accountability to those we serve. The IRC is a tireless advocate for the most vulnerable. 

IRC-UK

Our European headquarters, IRC-UK, were established in London in 1997 to support the organisation’s global activities and particularly to diversify its donor base and be able to better advocate with European policy-makers on behalf of the people we serve. Since its establishment IRC-UK has grown rapidly and is now acknowledged for its high quality project management, technical expertise in governance and rights and economic recovery, and innovative thinking on early recovery and gender based violence. The IRC also has offices in Berlin, Brussels and Geneva.

IRC-UK comprises approximately 95 staff across five departments.
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The Purpose of the Role
To manage and maintain IRC-UK’s ICT and software systems.
Key Working Relationships
Reports to the Director of Finance and Operations with technical reporting lines to the Director of Business Relationship Management in New York and the Director of the Network Operations Center in Nairobi.
Key working relationships with IRC IT Help Desk staff in Nairobi and New York.

Work collaboratively with individuals and teams internally in the organisation, with external contractors and suppliers and other key partners.

KEY ACCOUNTABILITIES

Manage IRC-UK ICT set up (50%)
· Monitor, maintain and develop internal office ICT systems and related areas, including:

· Procure and configure laptops to UK Domain

· Develop IRC-UK’s IT Policy, keep it updated in line with IRC-wide policy and changes to relevant UK legislation and donor legislation
· Monitor, identify and deliver staff training and documentation

· Work with IRC Inc IT Help Desk and external technical support suppliers, including:
· Maintain good relationship with IRC Inc IT through regular telephone meetings and remote team working
· Ensure latest technology rolled out from IRC Inc is available to IRC-UK office and training provided

· Monitor monthly reports of tickets raised to identify trends and support with resolving issues

· Manage referral of IT support issues to external suppliers for technical support
· Monitor key indicators (mailbox and folder sizes) in order to provide optimum IT services to staff

· Monitor and maintain office ICT systems hosted externally, including:
· Work with IRC Inc to monitor and maintain ICT systems hosted by IRC Inc including Office 365, Box, Workday, Microsoft Dynamics, Salesforce
· Work with external supplier to manage set up and support of users of SUN and Vision
· Management of telephony systems, including BT lines and Skype, and integration with IT
· Integration of other third party applications and systems as required

· Support ICT set up of new starters

· Ensure PC/laptops are configured and ready for use for new starters
· Support with account set up to ensure new staff have access to all required software, shared drives, email folders and group mails

· Brief new staff on IT policy and security
· Support with unlocking user accounts and resetting passwords
· Train IT Superusers on all IT aspects, to provide IT support to IRC-UK office
Support, Administration and Security (40%)
· Organise and provide internal troubleshooting and technical support

· Provide onsite support for server maintenance in coordination with IRC HQ IT

· Identifying and resolving issues, correcting any breakdowns, including being available for occasional out of office hours support
· Implement and run processes to monitor and report on data security and compliance
· Provide technical support, assistance, training and documentation for staff to maintain and operate sections of databases and websites for which they are responsible
· Maintain and monitor ICT asset register and liaise with suppliers as necessary
· Server and network software and hardware maintenance
· Maintain IT register of equipment for UK office
· Manage IT replacement strategy, ensuring inclusion in budget, and manage procurement and set-up of IT and other equipment in compliance with IRC policy
· Configuration of mobile devices
· Troubleshooting Video Conference Unit in the UK office

Other (10%)

· Meet legislative and all relevant regulatory requirements including Health & Safety, Data Security and Employment
· Provide cover for absent colleagues
· Undertake any and all other reasonable and related tasks allocated by line management
PERSON SPECIFICATION 
Essential
Skills, Knowledge and Qualifications:
· Relevant qualification and/or experience of networking, including both hardware and software configuration
· Excellent communication and written skills
· Ability to prioritise conflicting tasks and objectives and remain calm under pressure

Experience:
· Experience with using Office 365 and with configuring and administering Windows server and operating systems

· Experience working with external suppliers

· Experience of troubleshooting and frontline support in a busy office environment
Desirable:
· Experience of Raisers Edge or Salesforce CRM or similar customer management databases
· Experience providing IT support for financial systems, preferably SUN, Vision and/or Microsoft Dynamics AX ERP
To Apply
Please send a CV (two pages maximum), cover page (two pages maximum), short writing sample (two pages maximum) and social media graphic to: applications@rescue-uk.org  
Please state clearly in your cover letter:
· Your reasons for applying

· How you meet the skills, knowledge and experience specified in the person specification part of the job description

· Where you saw the job advertised

· Current salary 

The closing date is: 10am on Monday 8th May 2017

Interviews will take place on: Week commencing Monday 15th May 2017
Candidates must have the right to work in the UK.
IRC-UK strives to be an equal opportunities employer. IRC-UK is committed to equality of opportunity and to non-discrimination for all job applicants and employees, and we seek to ensure we achieve diversity in our workforce regardless of gender, race, religious beliefs, nationality, ethnic/national origin, sexual orientation, age, marital status or disability. 
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