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Job Description

Job Title: IT Support Officer
Department: IT
Reporting To: IT Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 12:00pm
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Technical Support
· Provide first-level IT support to all employees for hardware, software, network, printer, email, and system-related issues. 
· Respond promptly to IT support requests and ensure issues are resolved within agreed service timeframes. 
· Diagnose and troubleshoot computer hardware, operating systems, software applications, and peripheral devices. 
· Escalate complex technical issues to the IT Manager where necessary. 
· Maintain an IT support register and track the status of all support requests. 
2.2 Hardware & Software Support
· Install, configure, and maintain desktop computers, laptops, printers, scanners, mobile devices, and other IT equipment. 
· Install and update operating systems, software applications, antivirus programs, and security patches. 
· Configure user accounts, email accounts, printers, and network access. 
· Assist with computer upgrades and replacement of hardware components. 
· Ensure all IT equipment is maintained in good working condition. 
2.3 HILCOMS System Support
· Provide day-to-day user support for the Hi-Lift Company Management System (HILCOMS). 
· Assist users with system navigation, data entry, troubleshooting, and general enquiries. 
· Report software bugs, enhancement requests, and system issues to the IT Manager. 
· Perform routine system testing following software updates and enhancements. 
· Assist with user account administration and access permissions within HILCOMS. 
· Support end-user training on HILCOMS modules and system functionality. 
2.4 Network & Infrastructure Support
· Assist in maintaining the Company's network infrastructure, internet connectivity, and wireless networks. 
· Monitor network performance and report faults or outages. 
· Support maintenance of servers, switches, routers, CCTV systems, biometric attendance devices, and other technology infrastructure. 
· Assist with system backups and recovery procedures as directed by the IT Manager. 
2.5 IT Asset Management
· Maintain accurate records of Company IT assets, including computers, printers, software licences, and accessories. 
· Record issuance, transfer, and return of IT equipment. 
· Assist with inventory checks and audits of IT assets. 
· Report damaged or obsolete equipment for replacement or disposal.
2.6 Cybersecurity & Compliance
· Ensure antivirus software and security updates are current on all Company devices. 
· Assist with monitoring system security and reporting potential cybersecurity risks. 
· Ensure compliance with Company IT policies, password standards, and acceptable use requirements. 
· Maintain confidentiality of Company information, user accounts, passwords, and electronic data. 
2.7 Documentation & Administration
· Maintain IT support records, maintenance logs, equipment registers, and service reports. 
· Prepare basic technical documentation and user guides where required. 
· Assist the IT Manager with IT procurement, software licensing, and vendor coordination. 
· Maintain accurate records of repairs, warranties, and maintenance schedules. 
2.8 Continuous Improvement
· Recommend improvements to IT systems, support processes, and technology services. 
· Stay up to date with emerging technologies and best practices. 
· Participate in IT projects, system implementations, upgrades, and technology rollouts. 
2.9 Additional Duties
· Carry out any other duties and responsibilities assigned by the IT Manager or management, within the reasonable scope of the role. 

3. MEETINGS
3.1 Attend IT Meetings and any other meetings as reasonably required by the Company.

4. GENERAL
4.1 The Employee must perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, Standard Operating Procedures (SOPs), and Workplace Health and Safety standards.
4.2 The Employee is responsible for providing timely and effective technical support to ensure the reliability, security, and availability of the Company's IT systems and equipment.
4.3 The Employee must maintain strict confidentiality of all Company information, electronic data, user credentials, and business systems.
4.4 [bookmark: _GoBack]The Company reserves the right to vary duties consistent with the Employee's role, skills, and operational requirements.

5. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: IT Support Officer				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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