SeeAbility
Job Description


Position	:		IT Junior Support Assistant

Responsible to	:		Head of IT 

Location	:		Leatherhead

Main Purpose
Reporting to the Head of IT, the IT Support Assistant will provide support to central office staff and staff in our remote Homes.
This is a permanent full time position working for one of the largest Charities in the south of England. Your role is to assist the IT Assistant with the day to day running of the IT infrastructure.

Main Duties and Responsibilities

Role and responsibilities
· Provide IT assistance to staff based in our Central office and in our remote locations
· Managing and keeping an inventory of company assets (laptops, desktops, mobiles and tablets)
· Managing our MDM (Microsoft InTune)
· Work closely with our IT support provider to troubleshoot and resolve issues
· Carry out documented tasks, example might include new laptop build
· Adopt existing procedures and policies and provide support for the work to develop new and improved ones
· Assist users with Microsoft applications queries
· Running and reporting on phishing simulations
· Configure and deploy Teams Telephony hardware
· Provide support with AV and IT equipment in the Central office 
· To ensure that problems are dealt with in a timely manner
· Establish excellent working relationship with external suppliers and partners
· Escalate problems to service providers/suppliers and assist them to find a resolution.
· Participating in planned projects to facilitate upgrades and replace systems
· Other ad-hoc support requests and projects compatible with the role
· Occasional visits and infrequent overnight stays to other SeeAbility sites
· Ensure that a high level of customer service and support is provided to all internal and external customers at all times

Knowledge and skills
· Knowledge of computer hardware, software, security and networking	E
· Working knowledge of Windows 10/11, MS 365					E
· Working knowledge of routers and wireless networks				E
· Knowledge of MS InTune								D
· Knowledge of Android								D
· Excellent written and verbal communication skills 				E
· Excellent telephone manner							E
· Good time management								E
· Ability to relate technical issues and solutions to non technical staff		E
· Full, clean drivers license and own transport					E
Education and experience
· 5 GCSEs grades A-C including Maths & English 				E
· Preferably good A Levels/BTEC or above 					D
· Up to date IT qualifications relevant to the role					D
General Aptitude
· Able to demonstrate initiative							E
· Able to prioritise and manage own workload					E
· Able to work independently							E
		
Salary and Benefits:
· Salary: £23,000.00 – 25,000 depending on experience
· Job type: 6 months extendable contract
· Travel expenses (in line with company policy)
· Pension scheme



