[bookmark: _Hlk128227355]Process & System Administrator

Location: Birmingham
Job Type: Full-time, Permanent


[bookmark: _Hlk128227533]	Company Overview
  

Mitie is a UK-based facilities management and technical services company (revenue c.£3.4bn). We are one of the UK's 250 largest public companies. Mitie /Communities (revenue £400m) is one of the four major business divisions within Mitie, alongside Technical Services, Business Services and Central Government & Defence. At Mitie Communities we serve public sector clients in Healthcare, Education (schools and universities), local authorities and councils and emergency services. We provide our clients with both soft and hard facilities management services. Our contracts include both commercial output-specified contracts and Private Finance Initiative contracts.

Benefits
  

Building Survey Team sits within Communities and delivers a comprehensive integrated national or international service for the evaluation of fabric and building services assets within various industries and sectors. We provide standardised and/or tailored solutions to meet the client's expectations and ensure satisfactory completion of any brief given. Our primary service offerings are:
· Lifecycle Condition Surveys & Forward Cost Planning [Fabric & M&E]
· Asset Risk Management & Strategic Budget Planning
· Detailed Building Surveys & Defect Diagnosis [Fabric & M&E]
· Asset Management Plans
· Schedules of Condition & Dilapidation
· Asset Validation & Barcoding
· UK Wide & International Experience




Values
  

· Our purpose: our expertise, care, technology and insight create amazing work environments, helping our customers be exceptional every day.
· Our promise to our people: a place to work where you can thrive and be your best every day.
· Our promise to our customers: a trusted partner creating exceptional environments for your customers and people, adding value every day.
· Our culture – our core values and how we behave:
· We are one Mitie: we work as one to deliver a seamless, unrivalled service. We are all in it together, if we can help a customer or colleague in any way, we will. We are one Mitie.
· We are built on integrity and trust: integrity and trust are at the heart of all we do. We are the face of company. We treat others as we would like to be treated. We are proud to work for Mitie.
· We go the extra mile: whether it's keeping things running smoothly in a safe environment, looking for new ways to do things better or fixing problems, going the extra mile for our colleagues and customers and keeping our promises is in our DNA.
· Our diversity makes us stronger: we are very proud of our rich and diverse culture and backgrounds. Our diversity creates ideas and insights. Everyone at Mitie has a voice and is treated as an equal.
· [bookmark: _Hlk128231869]Our customers’ business is our business: we are a partner, trusted for our expertise and for putting our customers at the heart of everything we do.

Responsibilities
  
Primary Responsibilities
· Assist in general administration duties as requested by Project Coordination Manager or other members of team.
· Assist Project Management of surveying programmes.
· Assist in administration of survey data collection system.
· Creating room schedules (Microsoft xl) and amending drawing references.
· Creation and allocation of surveys using data collection software.
· Working with FM managers/Clients to obtain site details.
· Monitor surveyor programmes.
· Assist the Quality Audit of all survey data.
Person Specification
· Diligent with key focus on attention to detail will be the primary driver for this post.
· Ability to work in a team and independently.
· Confident, upbeat and quick learner.
· The ability to work under pressure in a calm, positive way.
· Empathy for colleagues, your clients and service users.
· Proficient in use of Microsoft Word & Excel.
· Comfort with working unsociable/out of hours on occasions.
· The ability to express your thoughts clearly, whether written or spoken
· Collaboration with operational and functional colleagues within Mitie Communities and also across wider Mitie.
· Evidence of experiences that have given you the Key Competencies above, whether gained through work, academic study or in the wider world and community.
Health and Safety responsibilities
· Follow Group and company policies and procedures at all times.
· Report any apparent deficiencies in systems of work or equipment provided that may result in failure of service delivery or risk to health and safety or the environment.
· Use all work equipment and personal PPE properly and in accordance with training received.
· Report any issues or training needs to your Line manager and /or via your divisional incident reporting system.
Information Security
· Ensure compliance with Mitie's information security procedures in all activities.
· Proactively identify and report security risks to your manager
· Report actual and suspected security incidents.

[bookmark: _Hlk128263151]Requirements
  

· Proven experience as an IT Administrator or similar role.
· Strong technical knowledge of hardware, software, and network infrastructure.
· Experience with Microsoft Windows Server, Microsoft Office Suite, and Active Directory.
· Experience with cloud-based services such as Microsoft Azure or AWS.
· Familiarity with network security protocols and procedures.
· Excellent problem-solving skills and attention to detail.
· Strong communication and interpersonal skills.
· Ability to work in a fast-paced environment and manage multiple tasks simultaneously.







Teaca Cristian Eugen
   
E-mail: cristieugen35@yahoo.com
Mobile: 07846199397
Address: Birmingham, B23 7RB
  

February 24, 2023
Cliff Asiedua,
Recruiter,
Birmingham,
B5,
cliff.asiedua@mitie.com
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Dear Cliff,
I am excited to submit my application for the Systems Administrator position at Mitie Group plc. With my extensive experience in IT administration and support, I am confident in my ability to make a valuable contribution to your team.

In my previous role as a IT Administrator at Luxoft UK Limited, I was responsible for managing the company's entire IT infrastructure, including servers, networking equipment, and user devices. I implemented and maintained backup and disaster recovery solutions, provided user support, and ensured compliance with company security policies.

My expertise also includes managing Active Directory, Group Policy, DNS, DHCP, and other core IT infrastructure services. I am experienced in troubleshooting hardware and software issues and deploying new systems and applications. My excellent communication skills, both written and verbal, enable me to explain technical issues to non-technical team members.

I am excited to bring my skills and experience to Mitie Group plc and contribute to your team's success as a Systems Administrator. Thank you for considering my application. I look forward to discussing my qualifications further.

Sincerely, Teaca Cristian Eugen
[bookmark: _Hlk128227443]Teaca Cristian Eugen
   
E-mail: cristieugen35@yahoo.com
                                                                 Mobile: 07846199397
Address: Birmingham, B23 7RB

Personal Profile Statement / Career Objective
  

I am a progressive and resourceful individual, who enjoys working in an organized environment, I am analytic by nature with methodical approach to problem solving, confident in my abilities to pick up small details under pressure and quickly think of a solution, I would like to utilize my skills in IT Support to be an asset to your organization.

Key Skills and Competencies
  

· Windows 7,8,10, IOS, Android.
· Desktop, Laptop, Phone and Tablet software and hardware configuration.
· Anti-Virus (Bitdefender, Norton, Kaspersky, TrendMicro, Avira).
· VPN (ExpressVPN, SurfShark, NordVPN, IPVanish, CyberGhost).
· Email (SMTP, IMAP, POP3).
· Cloud Storage (IDrive, GoogleDrive Enterprise, DropBox Business, OneDrive Business, Box Business).
· Microsoft Office (OneDrive, Word, Excel, PowerPoint, Outlook, Access, 
Skype, SharePoint, Exchange, Active Directory).

Education
  

A levels: Math (B) English (A) Technology (A) Science (C)
National College of Informatics "Tudor Vianu" 2014 - 2016 (Diploma).


Employment and Work Experience
  

[bookmark: _Hlk128230854]Luxoft UK Limited – IT Administrator
 (Dec 2018 – Present)

· Providing 1st line technical support to customers via telephone, email, face-to-face and remotely.
· Answering customer questions and general inquiries.
· Logging customer and employee inquiries on the tracking system.
· Ensuring that users are kept up to date at all times.
· Updating the tracking system when an issue has been escalated or resolved. 
· Training customers and new employees to use computer programs and systems.
· Maintaining IT equipment, including computer, laptops, and printers.
· Diagnosing and resolving software and hardware faults.
· Assembling, installing, configuring and upgrading computer systems.
· Helping to manage servers, routers and switches.
· Liaising with IT Engineers to find solutions in a timely and effective manner. 
· Dealing with network and internet connectivity issues.
· Performing routine upgrades and upgrades on existing systems.
· Updating and installing security software on computers.
· Escalating unresolved issues to 2nd Line Support Technicians when required. 
· Setting up new users on Active Directory with the correct credentials and permissions.
· Performing daily, weekly and monthly backup duties.
· Ordering stock e.g., toner cartridges, PC replacement parts, cables, etc.
· Assisting with the software tests and helping to manage various projects.

References


Available on request from my previous employer, together with any other quires.
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