
Job Description 

2020 

Job Title: IT Support Technician 

Department: IT 

Key Objectives: Serves as technical support. Helps team members in 
various departments troubleshoot technology issues. 
Maintains computer equipment and keeps equipment 
updated. Enforces policies to promote data security. 
Trains other employees how to remedy basic computer 
technical issues and monitors helpdesk to log and track 
support requests. 

Role & Responsibilities:  
- Install and configure IT equipment, including PCs, mobile phones, printers and 

scanners. 

- Installing and supporting administration of business software. 

- Helpdesk: Log and track support requests - monitoring status.  

- 1st line support to diagnose and solve hardware/software faults.  

- Investigate problems with software applications, diagnose root causes and find 

solutions, liaising with third party providers where necessary. 

- Support employees in the day-to-day use of business applications and systems  

- Support training on software/systems.  

- Maintenance and servicing of IT equipment and software e.g. software updates.  

- Administration tasks, including active directory management, Office 365, managing 

permission rights and access, monitoring backups, performing file restores etc.  

- Enforcing IT usage and security policies. 

 

Experience & Knowledge  
- An excellent problem solver with strong analytical skills. 

- Ability to prioritise, delegate and work under pressure.  

- Excellent communication skills. 

- Excellent organisation skills with meticulous attention to detail. 

- Willing to progress and develop within this role to support the IT helpdesk.    

- Good understanding of operating systems, computers and applications software. 

- Familiar with [Software and Systems] 

- Microsoft Office (including Office 365 and applications such as Outlook, Excel, 

Word, Teams etc).  

- Adobe products, including Adobe Acrobat DC 

- Microsoft Server applications 

- Familiarity with enterprise systems (e.g. ERP, Production Control and Document 

Management systems) – training will be provided on MSCM’s in-house systems.  

 

 



Desirable: 
- General programming skills, including working knowledge of SQL and Visual Basic. 

- Familiarity with CAD programs, particularly AutoCAD and Solidworks (training can 

be given).  

- Basic awareness of MS Command Prompt and PowerShell.  

- Experience with firewall configuration. 

Qualifications: 
- Suitable qualifications in any of the following: 

o IT 

o Computing/Computer Science 

o Information Systems 

o Education level: Degree, apprenticeship or other suitable professional IT 

qualifications  

o E.g. Microsoft or CompTIA certification 

 


