JOB VACANCY 

ICT Assistant
Key Responsibilities
· Participating in planning and implementing ICT projects.

· Maintaining up-to-date comprehensive hardware and software inventory.

· Providing adequate and timely end user ICT support.

· Ensuring service level agreements with service providers are adhered to.

· Ensuring compliance to system security requirements.

· Manage and tune in-house computer software and network connections to ensure high levels of availability and security of the supported business applications.

· Participate in planning and implementation of ICT policies and procedures to ensure system provisioning and maintenance is consistent with Company goals, industry best practice and regulatory requirements.

· Participate in and support capacity planning and development of long term strategic goals for systems and software in conjunction with end users.

· Configuring and Deploying all host ICT Equipment and Software

· Manage all communications and connection solutions including workstation connectivity, LANs, intranet and internet applications.

· Manage end user accounts, permissions, access rights and storage allocations in accordance with best practices regarding privacy, security and regulatory compliance.

· Perform and test routine system back-ups and restores.

· Identify, troubleshoot and resolve hardware and software problems. 
· Recommend schedule and perform software and hardware improvements, upgrade, reconfigurations and/or purchases.

· Create required reports in response to business user needs.
· Develop, document and maintain policies procedures and associated training plans for system administration and users and conduct trainings per user needs and changing IT environment.
Education and Experience
· Bsc in a Computer related field
· Project Management Diploma/Certification will be an added advantage.
· Proficiency in MS office suite.
· At least 2 years practical experience in system administration. Working technical knowledge of network, PC and platform operating systems.

· Extensive application, support experience and working technical knowledge of current system softwares, network protocols and standards.

· Experience in LAN administration, Active Directory Management, software and hardware troubleshooting and data management.
Other Skills, Competencies and Requirements 
· Team player.
· Ability to work under minimum supervision.
· Proven analytical and problem solving abilities.

· Ability to effectively prioritize and execute tasks.

· Ability to present ideas and solutions in user-friendly language.

· Adept at reading, writing and interpreting technical documentation and procedure manuals.
