ﬂ,;fg; ARC Job Description

American Reh ipee Commitree

POSITION TITLE: IT Assistant, Sukkar DATE: March 2011

HQ DEPARTMENT or COUNTRY PROGRAM: Pakistan GRADE:

RESPONSIBLE TO: EEO Code:

STATUS (Full time, Part time, Temporary): [] Exempt [INon-Exempt

SUPERVISORY CAPACITY:

DEPARTMENT/COUNTRY PROGRAM DESCRIPTION/MISSION (Briefly describe your department’s/ country program’s
core functions or mission)

American Refugee Committee (ARC) International has been working in Pakistan since 2002 providing primary and
comprehensive reproductive health and Gender Based Violence (GBV) services to refugees in Balochistan and in district
Swat in KPK, primary and comprehensive reproductive health services, Community Development, shelter reconstruction,
Livelihood support program and Water and Sanitation in earthquake affected areas. Since 2002, ARC has worked in refugee
camps near the western city of Quetta, focusing on providing health care and training members of the community in basic
health services. After the massive earthquake of October, 2005, ARC began operating in the northern part of the country,
providing emergency health care, supplies, shelter and food aid. Today, ARC is helping disaster survivors in the north and
south of Pakistan to recover from the massive 2010 monsoon flooding that affected more than 20 million people.

PRIMARY PURPOSE OF THE POSITION (A brief description of the overall purpose of the job; the rationale for why the job
exists and how it contributes to ARC’s mission and strategic plan.)

The job purpose is to assist in overall maintenance of IT systems and network administration. He/She is responsible for
maintenance of IT system as well as communication system available at field office. The Field IT Assistant would improve
computer performance, handles data management and system security. The incumbent of the position would be responsible for
ensuring effective and timely communication and assist users in troubleshooting IT Equipment including computers, printers,
scanners, and network and telecommunication equipment. The incumbent will contribute to the organizational commitment to
promote gender equity and diversity at organizational and program level.

MAJOR AREAS OF ACCOUNTABILITY (List the primary duties and responsibilities of the position as simply, yet
completely as possible. Include the average percentage of time spent on the duty/responsibility. Generally there are no
more than ten (10) major responsibilities.)

PRIMARY DUTIES/RESPONSIBILITIES % OF TIME

Assist IT Manager for smooth running of IT Infrastructure i.e. ISA Server and File Server. 10%

0 Administration, maintenance and repair of LAN servers.

o Installation, configuration and upgrade of network operating system.

o Implement system and procedures, provided by the IT Manager to ensure timely maintenance of the IT
and communication equipments.

o Ensure that field office is in continuous contacts through email, radio and telephone which ever is
feasible with Field offices and other concerned organizations.

0 Assist user in Hardware and software issues and provide necessary guidelines

o Ensure that all communication equipments are functional and are used effectively. Track appropriate
measure to restore the efficiency of the communication equipment that is not functioning to the standard
level.

o Train all staff members about the use of communication equipment such as phone, sat phone, radio,
email, internet etc.

0 Antivirus update on servers and users machines

Backup of Servers in Field offices.
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Helpdesk Administration & User Support

Ensure maintenance of Helpdesk logbook and coordinate IT related support activities.
Ensure all Helpdesk Tickets are handled properly and timely

Liaison with vendors and service provider and follow up repair and maintenance
Provide after hours support as needed 50%
Process of all Helpdesk related repaired bill of the vendors, arrange approval and payment the bills.
Provide quarterly report of Helpdesk activities.

Provide network administration training to Field office Super Users.

Assists the staff in the development and maintenance of database, worksheets and other software
applications appropriate to increase the efficiency and effectiveness of ARC’s computers
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o Ensure physical security of computer equipment and accessories
o Configure & install new hardware and troubleshoot existing hardware
o Install, configure and repair network and stand-alone printers and other peripherals
Ensure effective Inventory of IT and Communication Equipment: 10%
0 Maintain updated inventory list of all IT Hardware/Software and Audio visual equipment
0 Check and process old and obsolete IT equipment for smooth disposal and advice on possible re-use of
spare or discarded equipment.
0 Ensure effective use and proper maintenance of IT and AV equipments
0 Ensure timely monitoring of IT equipments in used in the field
0 Maintain warranty of IT equipment purchased by ARC and warranty coverage. Maintain liaison with
vendors to ensure proper and timely warranty claims.
0 Receive bills and invoices for supplied equipments and quality check.
0 Manage and maintain the movement of incoming and outgoing IT equipments in Helpdesk.
0 Monitor warranty of equipments and plan timely replacements.
o0 Review and evaluate hardware and make recommendations
Traveling in field for IT support 2504
o Provide help desk support for the users in field.
o IT field assessments.
o0 Provide training to the users in field
0 Assist field office for the procurement of IT equipment
. . 5%
Perform other duties as assigned.
e Any other tasks assigned by IT Manager

EDUCATION, TECHNICAL SKILLS & KNOWLEDGE REQUIRED (List the important technical and professional skills and
knowledge required to do the job well. Include years of experience required.)

BSc. Degree or Diploma in Computer Science/ Information Technology or equivalent combination of education and
work experience.

Minimum 2 years of work experience in the IT Support.

Network trouble shooting experience;

Knowledge of Active Directory and Domain Controllers;

Ability to work in the Domain Environment;

Proficiency in Computer applications;

Excellent spoken and written English;

Able to work in a team environment;

Strong organizational skills and ability to coach staff in prioritizing workload whilst maintaining a high standard of work;
Firm belief in teamwork, gender equality, participatory approach and sustainable development.

Ability to think logically and analytically in problem solving environments.

KEY BEHAVIORS & ABILITIES (List the key behaviors and abilities that relate to success on the job that are critical to
achieving the position’s mission and goals.)




