HICF


ICT Support Technician
Job Description - Template
Job Details

Job Title:
ICT Support Technician
Grade:


Department:

Reporting to:

Responsible for:

Location(s):

Job Overview
The overall purpose of Informatics has been defined as to:

Enable promote and support the effective use of data, information, knowledge

and technology to support and improve health and health care delivery

Therefore, the role of Informatics is to ensure an organisation has the required cost effective systems, information and technology services needed to provide excellent clinical care to its patients, in conjunction with its partners throughout the wider health community.
The post holder will assist in the delivery of ICT support for hardware and software across the organisation(s).  The individual will be involved in the installation, configuration and maintenance of hardware and software.  They will also be involved in fault finding and rectifying problems with hardware and software.
The post holder must establish good working relationships within the support team and amongst clients within the organisation.

Duties and Responsibilities

1
To provide assistance, advice, and fault resolution to users of ICT equipment, systems and network.

2
To configure, audit, procure and install new PCs, printers and other equipment including security marking and completion of inventory forms.

3
To install operating systems and software applications.

4
To assist in replacement and upgrading of existing IT equipment, including data transfer and replacement of hard disks, memory etc. 

5
To assist in providing support for email and other networking services.

6
To ensure security and integrity of systems by monitoring and updating virus protection and patch management software.

7
To help produce, maintain and update new and existing standard operational procedure documentation.

8
To dispose of redundant IT equipment in accordance with organisational procedures. 

9
To assist with general systems support and housekeeping tasks.

10
To assist with Help Desk calls, incident logging, and incident resolution and prioritise calls according to defined agreements.

11
To liaise as necessary with external suppliers and contractors.

12
Any other duties, which may be required, that is of a similar nature and appropriate to the grade.

Health & Safety

The post holder is expected to ensure a healthy and safe environment exists in the Department at all times.  The post holder is expected to take reasonable care for his/her acts or omissions.  Organisational policies and statuary regulations should be adhered to.

Confidentiality

Attention is drawn to the confidential aspects of this post.  Any breach of confidence may result in disciplinary proceedings, which could result in dismissal and may also result in civil action for damages.

Information Security 

The post‑holder is expected to safeguard the confidentiality, integrity and availability of data, whether in computerised or manual systems or storage.  Organisational policies and statutory regulations should be adhered to.

Risk Management 

The post‑holder is expected to ensure that clinical and non-clinical incidents are reported, recorded and analysed to improve the safety and quality of the service.  To assist with risk assessments.

Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Education/Qualifications
	Good general education GCSE Level or above


	IT Degree or related Qualifications and experience
	Application form

	Personal qualities
	Flexible

Self-motivated

Team player

Reliable

Trustworthy


	A people person who builds on working relationships with stakeholders
	Interview

	Experience
	IT support experience

Supporting Clinical systems


	Evidence of supporting large numbers of staff

Experience of an ITIL service environment


	Application form and interview

	Skills and knowledge
	IT trouble shooting and problem resolving skills

Customer service skills

Oral and written communication skills

Organisational skills

Able to prioritise workload

Ability to work in a busy environment

Able to advise clients over the telephone

Able to deal with clinical staff


	Able to provide support within a Windows Environment

Basic networking skills


	Application form and interview


� Taken from the Functional Map for Health Informatics (Skills for Health 2004).
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