JOB PROFILE FORM

	Job Title:
	Volunteer I.T. 

	
	


1  
Main function of job:  

To carry out management and maintenance to the I.T and communication systems in the Trust
2
Location: 

Amelia Trust Farm, Five Mile Lane, Walterston, Barry, Vale of Glamorgan.  CF62 3AS

3
Supervisory responsibility/position in structure:
To have immediate contact with the Finance Manager and Education Manager
4 Specific Areas of Responsibility:

Providing maintenance and management by:-

a) Carrying out software up grades and Microsoft up dates
b) Complete Defrags and disk clean ups
c) Maintain the computer equipment register
d) Maintain the telephone switchboard logs

e) To ensure compliance with the provisions of the Health and Safety at Work etc Act 1974 on Trust premises
f) To undertake any other such tasks as may be required

5
What standard of general education does the work call for?
Knowledge and skills in I.T maintenance and management 
6
Experience/specialist training required:


Experience of similar work is necessary, 
7
Personal attributes:



Essential

Desirable

Ability to work flexibly and independently


(
Able to work unsupervised, under instruction

(

Attention to detail





(


Enjoy being part of a team




(
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