Job Title: ICT Assets and Compliance Assistant
JE Ref No: A3316
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Job Purpose

The ICT Assets Assistant provides administrative support for the management of the council’s ICT assets, ensuring the accurate recording and maintenance of information associated with ICT procurement, equipment, contracts and licences.





Date: November 2020
Job Title	ICT Assets and Compliance Assistant.

Level	Grade 1 Level 4
	
Service	Finance and ICT	

Job Description


[image: ]
Post Responsibilities:
Under the direction of the ICT Asset and Compliance Officer, perform tasks associated with:
· Creating and maintaining records within the ICT Asset System, ensuring accuracy of these records and producing associated reports, covering:
· Equipment Assets
· Service and Support Contracts
· Software licences
· Creating and maintaining information in the ICT asset management plan and ICT asset refresh programme.
· Creating, processing, tracking, receipting and reporting ICT orders through the Oracle system, ensuring correct Capital and Revenue codes are used in all orders
· Creating, tracking and following-up purchase requests, orders, receipts and invoices for ICT and other Council services.
· Processing departmental invoices both manually and electronically as appropriate.
· Minute taking of the weekly ICT Change Control meetings and distributing emails.
· Co-ordinate the register of FOI’s within ICT to ensure that relevant officers’ complete requests on time.
· Place orders for mobile phones and set-up devices before issue.
· Supporting the leavers’ process by disabling accounts and working with other ICT colleagues to ensure the final deactivation.
· Updating budgetary spreadsheets; and dealing with any associated enquiries either from internal or external sources in a timely manner.
· To assist in certain aspects of budgetary recording and ensuring that the management information is updated at all times so that reports can be run for Senior ICT Management on a regular basis.
· Liaise with 3rd parties as necessary regarding orders and contracts.
· Follows standard processes for purchasing, asset management, contract management and licence management.
· Ensures own services are delivered to internal customers in a timely and accurate manner.
· Undertake such other duties appropriate to the post as directed by management.

Possession of:
· SVQ Level II in Administration or relevant work experience.





Substantiated ability to:
· Deliver customer service excellence - Ensuring that the needs and priorities of our internal customers are met.
· Achieve results – meet and exceed targets for quality and timeliness.
· Plan, prioritise and work as part of a team or on own initiative with minimal supervision.
· Handle queries confidently in an efficient manner and deal with people tactfully at all levels.
· Communicate effectively (written and verbal)
· [bookmark: _Hlk80362891]Meet the standards required under the Values and Behaviours of South Ayrshire Council

Demonstrable experience of:
· [bookmark: _Hlk87434763]Using ICT Software & Asset Management tools
· Financial budget spend tracking and reporting (capital and revenue)
· Purchasing and receipting ICT assets and services
· Producing meaningful and accurate reports for others

Proven Technical Understanding of: 
· Financial/cost-centre structures
· Software licencing contract Terms & Conditions
· Asset Management Lifecycle
· MS Office Suite, with particular emphasis on MS Excel.
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