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HIGH LIFE HIGHLAND
JOB DESCRIPTION


		
JOB TITLE:		ICT Officer (Maternity Cover)
SALARY: 		£31,486 - £34,925 per annum
LOCATION:		Highland Archive & Registration Centre, Inverness
HOMEWORKING:    This post is appropriate for a home-working request* to be made. Any home-working arrangements would be agreed by the post’s line manager and the administrative base would be classed as Inverness for the purposes of expenses and travel claims.
*High Life Highland home-workers must have a permanent residence in The Highland Council area or live within a 90 minute commute from the designated workplace.
RESPONSIBLE TO:	Head of Digital & Technology
JOB PURPOSE:	To support and develop High Life Highland ICT related systems and provide administrative support to the Digital & Technology Team.


KEY DUTIES AND RESPONSIBILITIES INCLUDE:
1. Support various company software/web based applications/databases across all High Life Highland services, including the delivery of training as required.
2. Provide ICT advice, guidance and systems support to High Life Highland staff.
3. Liaise with ICT contracted partners to deliver ICT projects, works and changes.
4. Assist and deputise for the Head of Digital & Technology.
5. Lead CCTV systems and develop/manage processes, guidance and training for staff.
6. Support the operation and review of data protection and information security procedures.
7. Create and manage online surveys including producing reports.
8. Monitor, resolve and log High Life Highland staff ICT requests in the ICT service management system.
9. Monitor ICT mailboxes and respond to enquiries.
10. Manage and maintain Chip n PIN payment terminals across the Highlands.
11. Manage and maintain broadband router and Wi-Fi installations across the Highlands.
12. Pursue continuous professional development and contribute to the continuous improvement of the team and High Life Highland as a whole.
13. Attend and undertake any training online or in person.
14. Aim to reduce wastage and uphold our environmental values of being as sustainable as possible in all tasks.
15. Assist and support other areas of High Life Highland with particular projects, training or in the event of holidays or sickness working cross-functionally across the team.

Other Duties:	  
You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
























High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students.
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HIGH LIFE HIGHLAND
PERSON SPECIFICATION



	
JOB TITLE:		ICT Officer (Maternity Cover)

ESSENTIAL ATTRIBUTES:	
In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE
· Minimum of 2 years previous experience of working successfully in a pressurised administrative environment.

2. EDUCATION AND QUALIFICATIONS
· Good general level of education, minimum of 3 standard grades including English, or equivalent work experience.

3. SKILLS/ATTRIBUTES GENERAL
· Excellent written and verbal communications skills, including a high standard of written English, allowing effective collaboration with stakeholders at all levels and bridging the gap between business and technical teams.
· Strong organisational and time management abilities.
· Attention to detail and accuracy.

4. SKILLS/ABILITIES SPECIFIC TO THE POST
· General knowledge of information systems and technology.
· Intermediate to advanced experience of Microsoft 365 software.
· The ability to analyse complex information and present it in an accessible form.
· Good organisational skills.

5. INTERPERSONAL AND SOCIAL SKILLS
· The ability to influence others and negotiate appropriate outcomes.
· Sound presentational, interpersonal skills and ability to communicate effectively with other officers and managers.
· Self-motivated to achieve results.
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