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U N I T E D  N A T I O N S  C H I L D R E N ' S  F U N D

GENERIC JOB DESCRIPTION

GENERAL SERVICE POST
	IMIS POST NUMBER: FJI18023
CASE NUMBER: 

POST TITLE:  ICT Assistant

	(FOR DHR USE ONLY): 

Generic JD Code:  

ICSC CCOG Code:   

UNICEF Code:      

CLASSIFIED LEVEL:

DATE CLASSIFIED: 

 

	POST LEVEL: GS-5

	


SECTION/DIVISION:
DUTY STATION: 

Operations





Suva, FIJI




SIGNATURES

This is to certify that the contents are correct and complete and that the duties and responsibilities described are required in the organizational unit for the proper accomplishment of the functions.

ICT Officer




 

_______________________

Supervisor, Name and Title

  (Signature)
Devraj Daby, Chief of Operations




_______________________

Head of Section, Name and Title

  (Signature)
Sheldon Yett, Representative




_______________________

Head of Office, Name and Title

  (Signature)
DATE PREPARED: 
1.
ORGANIZATIONAL SETTING

(a)
REPORTS TO:  (Indicate post - (by job title and level) - to which this position reports.)

ICT Officer  (IMIS# FIJ18022/NoB)
(b)
RESPONSIBILITY FOR WORK OF OTHERS (Indicate the number, title and level for whose work the post is responsible.  Describe the nature of your responsibility, such as distribution and review of assignments, training, performance appraisal, etc.)
Title



Level
 
Number


IT Assistant


GS05

1
(c) ORGANIZATION CHART (Indicate the immediate section where the post is located showing the supervisor, subordinates and all other related posts.  Note only the officially approved organization chart established in the budget process will be utilized for identification of the post's position within the office structure.)
To be inserted
2.
PURPOSE OF THE POST (Describe the purpose of the post)
Under the supervision of the ICT Officer, performs moderately specialized tasks in the  IT and Telecommunication areas.
3.
MAJOR DUTIES AND RESPONSIBILITIES (Describe in order of importance what is done and how it is done.  Do not exceed more than 10-12 major duties. Indicate the percentage of time devoted to each duty or responsibility. Do not include duties of less than 5%.)


Percentage
	Helpdesk Support 

	30%
	Maintains logs all requests for computer assistance into Help Desk database. Performs help desk support to an increasingly complex environment, e.g. hardware and software trouble-shooting, upgrade and installation of hardware (PC, Laptops, printer, memory, etc.) and software (MS Office suite, Anti- Virus ProMS. Notes, etc.). Participate in analysis of problems, diagnose errors and corrects simple problems. Refers more complex problems to the Senior IT Assistant.

	Technical Support

	30%
	Assists in installation of new HW/SW as per agreed section plan. Ensures that all HW and SW are in compliance with UNICEF standards.  Ensures that all HW/Printers/Scanners etc are in fully functional state and under guidance from appropriate specialist ensure periodic maintenance of the HW equipment. 

	Backup of Data

	10%
	Ensure that a daily backup of key applications is done and backup media stored in the designated area. Proper records to be kept for all backups and movement of backup media.

	Inventory Database 

	10%
	Maintain hardware and software inventory database

	Ad Hoc Assignment and Administrative Support

	5%
	Performs any other tasks as assigned by Supervisor. This includes clerical/secretarial tasks: filing, making photo copy, typing memos, assembling manuals and other materials, etc. 

	Special Assignment 

	10%
	Provides installation and stand by support to all meetings with in the office or in hotels as appropriate

	Reports

	5%
	Assist the Senior IT Assistant in producing a monthly Management Report for EAPRO and Management.


4.
WORKING CONDITIONS (Describe the conditions of the work place, risks or hazards to which the incumbent is exposed, travel requirements, or is it a normal office-based post.  Also indicate the extent and frequency of physical requirements of the job, such as lifting heavy loads, or other types of exertion.)
Normal office-based position with occasional travel to the Field Office.
5.
IMPACT AND CONSEQUENCE OF ERROR

(a)
Describe the type of decisions or recommendations regularly made and their impact on other persons or the work of the office.
Decisions and recommendations normally involved giving IT information to users, and tips on using software and hardware. Based on the technical aspect of IT related topics, decisions are made to maintain/improve the computer system in the office. The impact is for the users to benefit from the capacity of the equipment and software available in the market.

(b)
Describe the most damaging error(s) that could be made in the work and the consequences they would have.
Introduction of new hardware, software and systems can dramatically increase the volume of requests for assistance. This requires the incumbent to manipulate user data thus the incumbent must ensure that user data is adequately backed up and transferred to the new material.  Damage and loss of user data in data manipulation processes might occur which will have a tremendous impact on user’s work.  
6. 
REVIEW OF WORK (Describe the degree of supervision and instruction the post receives from the immediate supervisor, e.g. work assigned with specific instruction and guidance; checked while in progress; or undertaken independently and reviewed upon completion for accuracy or adherence to instructions.)
The incumbent must be able to work in a guided yet independent manner. 
General guidance and assistance are given only when necessary.  

Completed work must be to the satisfaction of the user placing the initial request. For other types of work, work is reviewed for accuracy and quality by the Section Head or the direct supervisor.

7.
GUIDELINES

(a)
Indicate which guidelines are required for performing the duties of the post (rules, regulations, policies, procedures, practices, precedents, manuals, instructions, etc.)
· ITD Office Management Plan 2004-2007

· CF/SD/2004/003 Procurement of IT Hardware and Software

· CF/IC/2001-029 Personal Use of UNICEF's Information Technology Systems

· CF/EXD/2003-023 UNICEF's Information Security Policy and related Code of Conduct

· CF/AI/2004-011 Management of Microsoft Enterprise Agreement

· CF/AI/2004-010 The Policy on IT Software Systems Acquisition and Certification

(b)
Describe the extent to which interpretation of, and deviation from, existing guidelines is permitted and the authority to propose or establish new guidelines.
Few specific rules, regulations etc, govern the incumbent’s work.  Technical reference manuals are occasionally refereed to. 
8.
WORK RELATIONS

Indicate the purpose, level and frequency of contacts both inside and outside UNICEF for the work to be accomplished.

TITLE



FREQUENCY   

PURPOSE                             

(a)
Internal
	All users of Fiji Office
	  Very frequent
	Response to requests for assistance.

	IT staff
	  Very frequent
	Referral of request for assistance & follow up.  

	All user of Fiji Office
	  Regular and frequent
	Provide IT support to extend conferences.


(b)
External
	Vendors
	  Occasional
	Follow-up on purchase orders, information of   product, price.

Requests for technical service.

	NYHQ & Field office visitors
	  Frequent
	Trouble-shooting and  assistance in 

	Visitors external to UNICEF
	  Occasional 
	Trouble-shooting and assistance 

	UNICEF Pacific Field Offices
	Frequent
	Trouble-shooting and assistance.

	EAPRO IT Staff
	Occasional
	Consult on ICT related issues


9.
QUALIFICATIONS, SKILLS AND ATTRIBUTES required to perform the duties of the post:

(a)
EDUCATION (Indicate type of education/training required including skill in equipment operation.)
Completion of secondary education. 
(b)
WORK EXPERIENCE (Indicate the length and type of practical experience required.)
The incumbent should have at least 5 years of experience in related field.  Advanced knowledge of UNICEF standard office packages including Lotus Notes 6.5.5, Domino Server 6.5, MS Office 2003, Windows XP Pro, Internet, Windows Server systems, Active Directory and networking are essential.

Knowledge of UNICEF’s Programme Management System (ProMS) will be beneficial. 

 (c)
LANGUAGES (Indicate the languages required and desirable.)
Fluency in English (required)
(d)
OTHER SKILLS AND ATTRIBUTES (Indicate what other skills and attributes required, such as drafting ability, organizational or analytical skills.)
· Communication - Effectively presenting thoughts and ideas, including complex technical concepts, in a clear, concise, and readily understood manner, both verbally and in writing. Listen to and acknowledges others' perspectives and views.
· Embracing Diversity - Promotes, practices, and helps others value and respect diversity of gender, culture, opinions, values, perspectives, ideas, skills, expertise, knowledge, and experiences.

· Networking - Able to build and leverage a diverse network of contacts and strategic partnerships as well as develop internal support networks within the region and with all functional areas in UNICEF.

· Flexibility - Works effectively on multiple assignments simultaneously and adapts to changing demands and circumstances; adaptable.
· Managing Stress - Performs effectively in unstable, uncertain, or potentially dangerous environments while maintaining physical and mental health.
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