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Further Particulars – Year in Employment Scheme placement 2013/14
ICT and Customer Services

Up to 5 full-time placements will be available within Information Services in the ICT and Customer Services division from 1 July 2013 until 31 July 2014. The placement offers interest, variety, challenge, opportunity and a demanding workload at a salary of £12,000 p.a. (pro-rata). 

You will join a team of hard-working and highly motivated staff providing ICT enquiry services and support for all registered staff and students at Aberystwyth. A full training programme is given to new staff before they begin front-line duties.

Core duties – some or all of the following
· Act as a first point of contact for users of Information Services, on the enquiry desks, by phone, email and instant messenger. Occasional out of hours working may be required  for which time off in lieu is given

· Facilitating access to Information Services e.g. email accounts, Aber cards, campus network, printing, VOIP telephones, library borrowing
· Troubleshooting problems users experience with accessing or using Information Services and resolving or referring them as appropriate

· Providing advice and support in the use of Information Services

· Supporting the public printing service
· Installing software, upgrading, configuring and troubleshooting computers.

· Installing hardware, upgrading and repairing computers and peripherals.

· Authoring and updating the web-based FAQs
· Testing new/updated procedures or services 
Additional duties

· Working on ICT projects, either individually or as part of a team

· Identifying, investigating and documenting solutions to computing problems
· Clerical work, administration, note taking and contributing to office procedures

Our ideal candidate will be (in no particular order):

· Holder of a full, clean driving license (an essential requirement for two of these posts).

· A genuine team player, contributing fully to their year in industry

· A highly articulate communicator and an effective listener

· Strongly committed to providing excellent customer service

· A motivated and enthusiastic problem solver

· Able to work quickly, report progress promptly and meet deadlines

· Ready to take responsibility for tasks and projects delegated to them

· Able to author and publish online and printed documentation to a high standard

· Flexible in outlook and ready to learn and adapt in a fast-changing environment

· Experienced in the Microsoft environment including Windows and Office applications

· Generally aware of current trends and issues in ICT
· In addition, the ability to communicate through the medium of Welsh would be highly desirable

Information Services require that all our staff members comply with the Information Security policy of the department. Any information security incidents resulting from non-compliance may result in appropriate disciplinary action. The post holder will be required to sign a formal undertaking concerning the need to protect confidentiality.
Applications deadline

· Applications for placement should be made via Lorraine Langford in Computer Science by standard AU application form (at http://www.aber.ac.uk/en/hr/jobs/vacancies-internal/) before noon on Friday 15th February 2013. 
· Interviews for shortlisted candidates will be on Tuesday 5th March 2013. 

· The successful applicants will start work on Monday 1 July 2013. 
