Equity principles underpin all UNE policies and procedures.  The University is committed to EEO principles and a smoke-free environment, values cultural diversity, and recognises that all its employees have a contribution to make in ensuring an equitable and harmonious working environment.

 

University of New England

 

Information Technology Services

 

Position Statement

 

 

Position:
Information Technology Trainee – Client Services
 

Classification:
Trainee
 

Date Classified:
14 February 2001

 

Reports to:
Designated Supervisor

 

 

Dimensions of the position:

 

Client Services is a team within Information Technology Services and is responsible for user and server support for all computing and communication services at the University.  The clients of these services include administrative, academic and research staff, as well as post and undergraduate students. The team is made up of three areas: Retail, Service Desk (including Electronics Workshop) and Server Administration.

 

Client Services is the public face of Information Technology Services and is highly customer focused.

 

 

Position Objective

 

The Information Technology Trainee will undertake training and skills development at a level appropriate to the Certificate being undertaken and across a range of relevant areas.  This will also contribute to the day-to-day provision of computer support to the University community.  

 

 

Duties

 

Training will be provided under direct supervision and may include the following areas:

 

1. Undertake a mutually negotiated, on and off the job structured training program and associated assessment activities, consistent with the requirements of the traineeship.

 

2. Work with trained staff to assist with and develop skills at an appropriate level in:

 

a) hardware and software problems in personal desktop computing and local area networks,

 

b) the configuration, delivery and installation of desktop computers and peripherals,

 

c) the test, evaluation (and at higher Certificate levels, customisation) of software and hardware systems as part of projects within the directorate.

 

3. Provide basic or routine assistance for a broad range of clients in a retail or workshop environment.

 

4. Basic maintenance of internal records relating to the service desk, workshop, cost recovery and asset control.

 

5. Routine financial tasks such as banking and cashier duties.

 

6. Develop an awareness of EEO and OH&S principles as they relate to this position.

 

7. Other duties relevant to the development of skills at the appropriate level under the traineeship.

 

 

Qualifications and Selection Criteria

 

1. No minimum educational level is required, but appointee must be assessed as capable of undertaking the traineeship.

 

2. Willingness to undertake mutually agreed on and off the job structured training program.

 

3. Willingness to learn and utilise new skills.

 

4. An ability to maintain accuracy and attention to detail.

 

5. Willingness to work as part of a team.

 

6. Good interpersonal, communication and customer service skills.

 

7. Some familiarity with desktop operating systems (or at higher Certificate levels, sound understanding), such as:


Windows 3.1, 95 and 98


Windows NT Server or WS


Macintosh Operating Systems

 

8. Some familiarity with software application packages (or at higher Certificate levels, sound understanding), such as:


Microsoft Office


Netscape and Eudora

  

 

Director:  ______________________________  
Date:  __ / __ / __

 

 

 

Incumbent:  ____________________________  
Date:  __ / __ / __


