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Role Description



Job Title:		 Information Technology Support Advisor
Department:	Ranga Tōpū / Corporate
Responsible to:	Information Technology Manager
Purpose Statement:	To to provide effective on-going support for the information systems in use by the Organisation ensuring that the service provided to users is the highest possible within the resources available.   
Mission:	Mauri ora ki te Mana Māori 
	Realising Whānau Potential
Values:		Kotahitanga:  We are kaupapa driven and work with each other and others to enhance Whānau potential.
Whānaungatanga:  We are customer/whānau driven and actively foster and form positive relationships, partnerships, alliances and connections.
Kaitiakitanga:  We exhibit custodianship and are stewards of our resources to advance the kaupapa.
Whakamana:  We are outcome focused and recognise, respect and uphold mana.
Relationships:	External – IT Vendors/Suppliers, Telecommunication Organisations
Internal – Corporate Services, All staff, Runanga/Committees 
CW Role:	Not a Core Children’s Worker


KEY ACCOUNTABILITIES
Kaupapa Te Taiwhenua o Heretaunga
· Contribute to the delivery of effective and integrated services as part of a team and individually
· Work with manager and colleagues in a respectful and professional manner at all times maintaining focus on the kaupapa, and doing what it takes to advance the kaupapa
· Have an awareness of the wider support network that TToH offers whānau
· Understand and promote all aspects of the TToH Kaupapa
· Adhere to and apply TToH values in all aspects of TToH’s work
· Participate in TToH kaupapa activities, including karakia, waiata and marae noho
· Take opportunities for cultural development to advance understanding, competence and contribution to the kaupapa
· Participate in TToH systems including the Management Operating System (MOS) and/or Tu Kahikatoa performance system, to maintain focus and achievement of performance deliverables
· Adhere to organisational and professional quality standards and work within team to promote continuous improvement of policies, procedures and practices
· Participate in regular peer supervision and/or professional supervision
· Work in a reflective manner and take opportunities for self-development
IT and Technology Solutions
· Participate in the identification of hardware and software updates needed to provide solutions 
· Provide server monitoring, security and health checks
· Coordinate external IT support, services, and vendors as required 
IT Support
· In conjunction with other IT Support staff provide a first point of contact for staff to receive IT support as part of an integral team 
· Troubleshoot IT problems and provide solutions in a timely and accurate fashion
· Check systems in order to optimise performance and to initiate recovery action after system failures
· Develop and manage IT and Technology assets register (software/hardware/sound & digital equipment) and ensure they are registered and compliant
· Deputise for other IT staff as required
· Log and maintain records of staff queries
Training and Induction (internal)
· Ensure staff can use IT hardware & software by providing tuition and self-help instructions
Administration
· Provide technical reports on the operation of IT systems i.e. use/misuse, faults, updates etc.
· Project work that the manager may assign
· Log and maintain records of employee queries.
Whānau Ora Practice
· Develop understanding of the communities that TToH works with
· Be responsive to customer needs
· Apply Te Ao Māori world view, tikanga and TToH values, to establishing trust, building rapport, and working with colleagues
· Build and maintain knowledge and understanding of TToH values 
· Work collaboratively with other TToH staff to enable the provision of flexible and integrated care and support for whānau
· Build long-term relationships that support achievement of  TToH goals 
Team
· Collaborate, contribute and share knowledge, skills, and abilities to achieve organisation goals within working groups
· Initiate and nurture effective working relationships with team members, experts and networks
· Manage workload in accordance with all relevant standards and contract requirements, meeting assigned milestones and targets
· Carry out assigned duties as directed by Manager, remaining flexible and able to carry out different tasks or work in different teams as required
· Prioritise attendance at Team meetings to ensure consistent messaging and understanding, and delivery of support to colleagues/projects
· Provide support and training to others as part of in-service training in areas of expertise
Quality and Development
· Contribute to continuous quality improvement with IT Systems and Policies. 
Sector Knowledge
· Maintain knowledge, understanding and current developments of relevant sector to inform service delivery
Health and Safety
· Work safely and keep others safe at work, maintaining familiarity with health and safety policy and procedures.
· Promote and participate in health and safety, maintaining a safe workplace, and ensuring that any safety equipment is used correctly at all times.
Other Duties
· Carry out additional duties and project work from time to time as requested by management.
The key accountabilities of the role may change from time to time so that TToH is able to adapt to changes in the business environment.

PERSON SPECIFICATION
Desirable Qualifications
· Degree in Business Computing or Information Technology.
· Expert knowledge and practical application of Microsoft Office.
· Current and valid Full Driver’s License.

[bookmark: _Hlk18498652]Professional Development
· To participate with Management in peer review and personal performance appraisal and identify areas for professional development.
Essential Knowledge and Experience
· [bookmark: _Hlk18498693]Good understanding of computer software packages and a broad understanding of hardware.
· IT and IT systems Problem Solving.
· Clerical management experience.
· Communication skills.
· Problem solving 
· Capability to work with senior management teams.
· A commitment to providing excellent client services.
· Proven work history and ethic
· Good written and oral communication
· Good judgement, decision making and problem solving and implementing solutions.
· Strong action orientation
· Prioritisation skills
· Strong planning, organising and administration skills
· Client and end user focussed
· Learning agility
· Able to work independently and collaboratively
Desirable Knowledge and Experience
· Developing policy and procedure
· Experience working on projects
· Innovative thinking
· Organisational knowledge
· Knowledge and understanding of tikanga and te reo Maori
· Proven experience working effectively with Māori organisations and understands the Principles of Te Tiriti o Waitangi
PERSONAL ATTRIBUTES
Essential
· [bookmark: _Hlk18498739]Honest and integrity
· Methodical
· Confidential
· Able to manage confidential information
· Able to relate to people
· Self-motivated
· Curious to learn
· Able to see patterns and trends and connect information
· Adapts to change
· Works well under pressure
· Positive can do attitude

[bookmark: _Hlk18498751]Civil Defence Emergencies
· In a declared Civil Defence emergency, the Employee may be expected to assist the Employer in carrying out its response duties, after securing your family and/or dependants.
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