JOB DESCRIPTION: EXECUTIVE IT

The IT Executive will have a strong understanding of IT principles and the ability to troubleshoot hardware and software problems. The IT Assistant will provide technical assistance to our staff, installation and configuration of hardware and software, and maintain our computer systems. Additionally, he/she will have following responsibilities: 

1) Provide First level technical support to staff on hardware and software issues
2) Install, configure, and troubleshoot hardware and software
3) Troubleshoot network issues and provide timely resolution to minimize downtime
4) Perform structured cabling, including cable laying, termination, and maintenance of network and power cables
5) Assist in server room maintenance and IT equipment installation
6) Perform routine network health checks and preventive maintenance
7) Support end-users in connectivity and network-related issues
8) Coordinate with vendors for network equipment installation and support
9) Hosting and providing technical assistant in online official meetings via zoom / related software
10) Any other tasks assigned by the Head IT/ Management.

QUALIFICATION & EXPRIENCE:
· Diploma in Information Technology, Computer Science, or related field
· Minimum 3 years of experience in IT support / Networking
· Knowledge of hardware and software installation, troubleshooting, and maintenance
· Able to diagnose and resolve technical issues
· Excellent communication and interpersonal skills
· Able to work independently and as part of a team
· Able to prioritize tasks and manage multiple projects simultaneously
· Knowledge of Windows and Mac operating systems

      

