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	UNITED NATIONS CHILDREN’S FUND

JOB PROFILE




	I. Post Information



	Job Title: ICT Assistant Post # 94965
Supervisor Title/ Level:  ICT Officer, NOA
Organizational Unit:  Operations
Post Location: Jakarta Indonesia
	Job Level:  GS-5
Job Profile No.: 

CCOG Code:

Functional Code:

Job Classification Level:



	II. Organizational Context and Purpose for the job



	The fundamental mission of UNICEF is to promote the rights of every child, everywhere, in everything the organization does — in programs, in advocacy and in operations. The equity strategy, emphasizing the most disadvantaged and excluded children and families, translates this commitment to children’s rights into action. For UNICEF, equity means that all children have an opportunity to survive, develop and reach their full potential, without discrimination, bias or favoritism. To the degree that any child has an unequal chance in life — in its social, political, economic, civic and cultural dimensions — her or his rights are violated. There is growing evidence that investing in the health, education and protection of a society’s most disadvantaged citizens — addressing inequity — not only will give all children the opportunity to fulfill their potential but also will lead to sustained growth and stability of countries. This is why the focus on equity is so vital. It accelerates progress towards realizing the human rights of all children, which is the universal mandate of UNICEF, as outlined by the Convention on the Rights of the Child, while also supporting the equitable development of nations.
Job organizational context (Please outline the type of office this position is in, in addition to its supervisor) :
· Scope of the responsibility of the job is to provide first line user support, at country and zone offices. 
· The incumbent performs first line support services, and decides on the handling of user incidents and problems including priority and escalation, requiring interpretation of relevant guidelines and standards.
· The incumbent is expected to make recommendations on the support of office computerization and connectivity to better productivity, efficiencies and effectiveness of ICT operations and services delivery.

Purpose for the job 

ICT Assistant is accountable for the delivery of effective and efficient ICT first line support services to all UNICEF Indonesia locations. Responsible for diagnosing, resolving or escalating to unit on ICT related issues in accordance with ICT work-plan



	III. Key functions, accountabilities and related duties/tasks (Please outline the key accountabilities for this position and underneath each accountability, the duties that describe how they are delivered. Please limit to four to seven accountabilities)


	Summary of key functions/accountabilities: 

1. Timely and effective UNICEF Indonesia first line  support is provided related to UNICEF personal computers and peripherals.

  • Provides first line user support for all UNICEF desktop computers, printers and laptops/notebooks, docking stations, peripherals and handhelds.  • Keeps the users informed of their calls' status as appropriate. 

  • Keeps all ICT unit informed of notable trends, solutions, fixes, delays that are in effect and any new processes. 

  • Provides support for Conference room and Video Conference setup. 

2. Effective support is provided for the implementation of IT initiatives

  • Assists to plan and implement new IT initiatives or migration projects, including rollout of new installations, upgrades of hardware, software, or operating systems. Works closely with team  to ensure the success of implementation. 

3.  Confidentiality, Integrity and availability of the ICT system
Ensure the availability of the ICT system, LAN and data security, including user access to computer and telecommunications facilities. Monitor and support Inter-/Intra-net functionality, security and integrity. 
4. A contribution is made to the enhancement of user service support and guidance. 

  • Ensures application/compliances of IT policies and guidelines, established processes and procedures by all team members.  

5. Effective collaboration with other section. 

    •   Team with other staff in the Operations Section as well as with technical programme staff in 
     the development of local office ICT system requirements and for the resolution of ICT issues.

6.  Assignments of additional duties and responsibilities are effectively performed. 

  •  Performs any additional assignments as requested by the supervisor.



	IV. Impact of Results (Please briefly outline how the efficiency and efficacy of the incumbent impacts its office/division and how this in turn improves UNICEF’s capacity in achieving its goals)


	1. Timely and effective UNICEF Indonesia first line support is provided related to UNICEF personal computers and peripherals.

2. Effective support is provided for the implementation of IT initiatives
3. Confidentiality, Integrity and availability of the ICT system
4. A contribution is made to the enhancement of user service support and guidance.
5. Effective collaboration with other section


	V. Competencies and level of proficiency required (please base on UNICEF Competency Profiles)


	Core Values 

· Commitment 

· Diversity and inclusion

· Integrity

Core competencies

· Communication [II}
· Working with people [III]
· Drive for result [II]

	Functional Competencies:

· Analyzing [II[

· Persuading and Influencing [III]

· Following instruction and Procedure [II}

· Builds and maintains partnerships

· Demonstrates self-awareness and ethical awareness

· Drive to achieve results for impact

· Innovates and embraces change

· Manages ambiguity and complexity

· Thinks and acts strategically

· Works collaboratively with others



	VI. Recruitment Qualifications



	Education:
	Completion of Secondary education supplemented with formal training at university level in Computer Science, Information Systems, Telecommunication, Engineering.  

	Experience:
	Five years practical work experience in information technology, requiring systematic methods of troubleshooting and analytical problem solving. Experience in providing assistance to users on IT products and services, and use of applications and diagnostic tools. Practical experience in providing technical and business Customer Support and Services. Practical experience and working knowledge of various computer platforms and applications. 



	Language Requirements:
	

	VII. Signatures- Job Description Certification



	Name:                                         Signature                                         Date

	Title: (Supervisor)

Name:                                         Signature                                         Date

	Title: Head of Office


[image: image1.png]N
72\

@

unicef

~=7/

=




