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Job Description

Job Title:


1st Line Helpdesk Technician (LHT)
Department:


IT  
Reports to:


Head of IT (HIT)
Key Relationships:
SQL BI Developer (SBD)

Chief Operating Officer (COO)
Hours:
40 hours per week. Must be able to work in-between 7am – 7pm, Monday to Friday (shift based on a rota)
Location:


Boundary Road, Lytham
Date: 



December 2020
Role Summary:

To be responsible for all IT first line support within the Company
Main Duties:

· Be the first point of contact for ICT issues

· Monitoring and resolving service requests and issues on the IT ticketing system

· Troubleshooting and diagnosing problems, implementing corrective action procedures within prescribed guidelines and/or escalating to Head of IT as appropriate.

· Setting up and configuring desktop computers, laptops and peripherals

· Creating new user accounts and processing leavers as required

· Installing software, maintenance patches and carrying out software upgrades

· Repairing hardware and peripherals

· Maintaining essential IT records such as the IT asset register

· Maintaining the MDM Solution for company mobile phones

· Assisting with the maintenance of the company CRM system
· Assisting other members of the IT Department in various project-based work
Occasional Duties:

The post-holder may be required to

· Work additional or anti-social hours as required to meet the needs of the business

· Attend staff meetings and training as needed.

· Travel to other sites, as needed.

· Carry out any other duties as are within the scope and purpose of the job as requested by the HIT and COO
Personal attributes

The post-holder will have the following key skills:
· Experience of Windows 10 desktop

· Experience of Office 365 applications including SharePoint, Microsoft Office & Exchange online

· Good understanding of TCP/IP networking technologies

· Problem solving/troubleshooting skills 
· Full UK driving licence

You should be able to demonstrate experience of managing multiple workloads at any one time, and an ability to prioritise work whilst communicating with stakeholders. Therefore, excellent organisational and communication skills are also important.

The post holder will be expected to:

· Act with honesty and integrity at all times

· Demonstrate high standards of personal conduct

· Value and respect colleagues and other members of staff.

· Work with others to develop and improve our services

· Take personal responsibility for their words and actions and the quality of service they deliver. 

Job Review

The job description will be reviewed periodically to take into account changes and developments in service requirements. Any changes will be discussed fully with the post holder.

Signature of Post holder: …………………   Date: …………………

Signature of Manager: ……………………   Date: ………………… 
