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                                              Job Vacancy
	Job Title:
	IT Coordinator 

	Location:
	Whiston, Rotherham

	Job Type:
	Permanent, Full Time

	Hours:
	37.5 hours per week

	Salary:
	£28,000 per annum, pension, and other benefits


We are currently recruiting for an IT Co-ordinator based at Head Office in Whiston who will be the first point of contact for any IT related issues for a staff team dispersed across the country in a variety of locations e.g. office based, home based and remote working.  This role is responsible for liaising will our external IT provider and delivering proactive solutions to support the organisation’s service delivery and its strategic delivery plan.
You will be responsible for being be first point of contact for internal IT Issues, logging, handling, resolving or escalating service requests and incidents supporting users both in person and via remote technology.  Periodically review the IT infrastructure of the organisation and work with external IT providers to identify and implement appropriate upgrades and train staff accordingly.  Obtain a thorough working knowledge of all the organisations IT systems and databases to enable provision of appropriate support to staff.  Make recommendations for improving IT systems and their use within the organisation and carry out periodic audits of the organisations IT equipment and assess future needs.
You will also produce management reports using database systems, Excel and PowerPoint; maintain and update the organisations IT asset register and advise and facilitate periodic equipment renewal and disposal; develop and manage content for the corporate website and intranet, support all communications including phone system, mobiles and virtual platforms;  develop, implement and monitor organisation IT Policy, protocols and procedures; provide support for new employees joining the organisation including participating in induction processes; install hardware and software and monitor and maintain licensing for all products and coordinate and implement a range of project plans in cooperation with the Directorate Team, supporting strategic change across the organisation.

You will need excellent knowledge of IT operating systems, especially Windows, Microsoft Office and Citrix, excellent customer service skills via all communication channels.  Strong presentation and interpersonal skills, excellent organisational skills with good attention to detail.  Ability to work under pressure and able to meet deadlines and have the ability to monitor and prioritise tasks.  A full driving license and own transport is required.

For internal applicants, please complete an Expression of Interest Form available on PeopleHR.
For external applicants, please contact HR for an application form on 01709 728115.

Closing date 25 November 2020.
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