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Task 1:
JOB DESCRIPTION
	Job title
	IT officer

	Reports to
	Manager/ Managing Director


Job purpose

An IT officer is the person who takes care all kind of IT related problem and arrangement of a company. PC troubleshooting, Networking, Server monitoring, Application or software installing, Hardware problem solution, CC TV monitoring and installing, Digital marketing monitoring all this work happens through the IT officer. Some documentation and presentation preparing for executives also comes under the job description of an IT officer. 
Duties and responsibilities

The duty & responsibility of ‘IT Officer’ are not limited to but are as follows:

Duties of an IT Officer:
· Managing IT products and help to install them.

· Installing, repairing and configuring hardware, software, systems, printers, scanners.
· Creating mail ids and setting up other accounts for the employees and make sure they can log in.

·  Managing stocks of equipment, consumables and other supplies.
· Creating presentation or any other graphical work as company requirement.

· Manage and set up company official accounts password and protect them.

· Website maintenance and adding and removing products from website.

· Server installing and managing, give protection to the server, monitor it if there is any problem.

· Investigating, diagnosing and solving computer software and hardware faults.

· Take opinion and suggestion of all employees to make the computer using easy and smooth.
· Supervising junior engineer and other technical staff.

· Check for electrical safety and hardware safety.

Direct reports

IT officer should report to manager about the problems and system upgrade and other IT related activities. He/she should make monthly report on what is better for digitalization of the company.
PERSON SPECIFICATION:
Qualifications/ requirements
The incumbent should have the following qualifications:


· CSC/CSE/IT graduate from renounced university with major in software/networking
· Knowledge on IT management. 
· Ability to solve IT related problems and making presentation using office software.
· Ability to use mail service and communicate timely
· Good communication and interpersonal capability

· Ready to travel as and when required based on project need

· Characteristic to lead team and get work done within given time & budget

· Added advantage for candidates having experience in software management, networking, IT management.

· Professional experience of 2-3 years in the same field is desired

Task 2:  CV for above job role
Name

Address

E-Mail: name@mail.com

Contact: 
Address: 

Personal statement


I am hardworking, dedicated and able to take pressure and very friendly minded. I 
always like to work in a group besides comfort with individual assignments. It is 
nice to accept challenging job. Perfection in job with innovative ideas and view 
things in different angels is my significant force to make things successful.

Education



University Name

(2009 – 2012)

Computer Science

University of Manchester
Key Skills gained: 

· Programming Languages C#, C, C++, Java, Python, 

· Scripting Languages HTML, PHP, WordPress. 

· Frame Work:Net

· Server: MySQL

· IT management and networking.

· Proficiency in Microsoft office software like Word, Excel. 
Abbey College (Birmingham, Cambridge, London, Manchester) 
(2007 – 2009)

A-levels:

· Physics – A

· Chemistry – A

· Mathematics – B

Alighieri, Dante Montessori School. 

(2001 - 2007)

10 GCSEs, grade A-C including Maths and English

Work Experience



IT Officer at Ensono 
(April 2012 – Present)

Key results: 

· Three best employee awards. For doing duties on time.
· Networking techniques and server management.

· Software and hardware management.

· Presentation expert.

Interests 


Photography is my passion. I was the vice president of the Photography club in my University. I love reading, novels; I am passionate about traveling too. 
References



References are available on request.
TASK 3: COMPETENCIES BASED on STAR
Problem-solving
· Situation

One the company website server was down at night. And the clients are facing problems for that. I was in vacation at that time and it became a significant problem next day. I went to the office and start working on the problem. The server was down due to a lousy add-on software. I search for 3 hours and solve that problem.
· Task

To identify the main problem and fix it with efficiency. And make everyone aware from adding extra add-on software to the website. 
· Activity

Finding the website constructor was the prior activity. Informed them about the problem we are facing. Taking instruction from them and how make sure how this problem will never happened in the future. And then I sat on the computer and fix the problem using my efficiency and make everyone aware of this kind of problem. And tech my juniors how they can fix this type of problems. 
Time management
· Situation
Last year one of my colleagues leave the job, and suddenly all his responsibilities came on my shoulder.  I have my own duties also, and I have some obligations to my family members too. I was much tensed at the beginning. Every day I had to do all the work of both of us. And that was a tough job to return home on time. The management of the time had to be efficient enough on that time because a running project was going on that time of my colleague.
· Task

I was assigned to handle this task besides my regular assignments on his absence as the project was supposed to end within next 12 days.

· Activity

I at first checked my daily schedule and saw that my regular work allocation was 4 hours to my similar project. As the additional project also had identical coverage and activity, it was another 4-hour task to my regular work.

I decided to come to my office half an hour early and worked half an hour late also. For rest of the work I hired a part-time IT person to do the work
· Result

This way I managed my office time to handle additional task assigned and accomplished both the project successfully. Though I did had to spend 1 or 2 hours added to my daily 8-hour office to understand the report soft copies before communicating to the partners but did not have to work 4 hours additionally daily. I can also give my time to my family. Finally, this effort of mine provided me a financial benefit from my employer for the additional work.
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