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Role Profile – Part 1

	Job Title:
	System/Technical Support Roles
(Part time opportunities for final year students are also available)


	Reference Number:
	UNI4/AM/405


	Salary:


	£18,000 per annum pro rata 

	Length of Contract:


	Flexible and Fixed Term Contracts available 

	Working Hours:


	Full and Part Time Hours available 

	Company: 

	Cumbria, Northumberland, Tyne & Wear NHS Trust

	Location:


	Locations across Cumbria and the North East of England 



	Main Purpose of Role:

	The prime responsibilities of the post will be to support the trust and the wider informatics team with the trust-wide roll out of Office 365. 
Work may include, but shall not be limited to:

· Assisting with the communication of activity to colleagues across the trust 

· Assisting with the set-up of new software across various devices

· Producing learning materials relating to the roll out of Office 365 

· Troubleshooting problems and identifying technical solutions to issues that arise 

· Delivering training to staff in both a group setting and on a one to one basis where required
· Providing practical support and demonstrations to colleagues at various sites across Cumbria and the North East of England 

· Other tasks that are deemed reasonable within the remit of the role 


	Special Circumstances:
	Due to the nature of the role and the size of the trust area, candidates are required to have access to personal transport. 


	Part 2A

Qualifications and Professional Memberships:

Experience:

Key Knowledge and Expertise:
	Essential:
· Educated to Degree Level (or relevant experience) or in the final year of a relevant degree course 
· Computer literate and proficient knowledge of Microsoft Office, and other applications including MS Project, MS PowerPoint, MS Visio and Adobe Acrobat

· Good technical knowledge, with knowledge of a range of systems and packages

· Patient and able to explain issues to a range of colleagues in a calm manner

· Excellent time management skills and able to organise time effectively 

· Good presentation skills and able to condense key information into an effective presentation format 
· Able to produce teaching/learning material such as user manuals and guides

· Able to work remotely and independently, as well as part of an active wider team 

Desirable: 

· Experience of a similar role is desirable 
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