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Job Information Pack


	Job Title:
	Information Technology Assistant (Networking)

	Reference No:
	DEE06811

	Closing date for applications:
	22 November 2026

	Division:
	Headquarters / Information Technology

	Location:
	Robertson House, Whitefriars Crescent, Perth, PH2 0LG

	Working Hours:
	37 Hours

	Grade:
	5

	Salary:
	£32,643.51 - £34,553.51

	Post Status:
	Full Time

	Interview date(s):
	25 November 2026

	Interview to include:
	Darryl Rae at assessor@tayside-vjb.gov.uk

	Any queries, please contact:
	37 Hours




Thank you for your interest in this position.

If you have any queries about the Job Information Pack or application process, please contact the Administration Manager (Finance/Personnel). You can do this by telephoning 01307 499914, by emailing jobapps@tayside-vjb.gov.uk, or by post to Tayside Valuation Joint Board, William Wallace House, Orchardbank Business Park, Forfar, DD8 1WH.

Tayside Valuation Joint Board is committed to Equal Opportunities.




Contents Page



The JOB INFORMATION PACK for this post comprises:-


· Job Profile

· Person Specification

· Terms and Conditions of Employment

· How to Apply

· Selection Process
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JOB DESCRIPTION - TAYSIDE VALUATION JOINT BOARD

1	Identification

	Post Title:		Information Technology Assistant (Networking)
	Division:		Information Technology
	Responsible to:	Information Technology Development Manager


2	Job Purpose

	To assist the Information Technology Development Manager in the effective delivery and support of information technology services across the East and West Divisions, including the maintenance of infrastructure to meet operational requirements.


3	Principal Working Contacts

1	The Assessor’s Information Technology staff.

2	The Assessor’s staff in both Divisional offices.


4 Main Duties

1 Maintain and upgrade the network infrastructure and connectivity across both Divisional sites in line with current technologies.  

2 Install, maintain, implement and configure physical and virtual servers across both Divisional sites.

3 Assist the IT Development Manager in the procurement, installation and maintenance of hardware and software, including updates 

4 Resolve problems occurring to IT hardware either verbally by discussion over the telephone, manual intervention from work site or by visiting the site. This will include replacing faulty equipment.

5 Ensure that appropriate security, access-control and encryption measures are consistently applied across network, server, endpoint and Microsoft 365 environments, including implementation of approved security configurations and remedial actions.
6	Monitor network infrastructure, servers, and software to maintain security compliance in accordance with annual IT Health Checks and evolving government standards, including NCSC best practices.

7 Ensure redundancy and disaster recovery is built into all servers and data stored on the network.  Ensure backup data and essential equipment can be made available within agreed timescales in the event of disruption to the service caused by loss or damage of data, equipment, buildings or services.

8 Participate in disaster recovery drills and continuity planning exercises 





9 Undertake fault investigations across in both office locations and assist with remote working issues
10	Implement, configure and manage backups, replication and security of all data stored by Tayside Valuation Joint Board

11	Assist with the training of staff in the use of hardware / software.

12	Moving of equipment between the Divisional offices as required.

13	Assist the IT Development Manager with the secure storage of data held on local area networks in connection with the valuation roll, council tax banding list and electoral register

	14	Comply with relevant Data Protection and Freedom of Information legislation in the context of the Board’s operations.

	15	Maintain an awareness of changes, innovation and advancements in Information Technology, computing techniques, equipment and procedures, carrying out such research as is required.

16 Maintain up-to-date hardware and software inventories

17	Assist with the management the Virtual network environment and infrastructure for both Cisco, Microsoft and any other platforms adopted by the organisation

18 Assist with the configuration and administration of routers, firewalls, wireless infrastructure and network access controls, including monitoring, authorised changes and security remediation, liaising with specialist suppliers where required.

19 Assist with the administration and support of Microsoft 365 and associated cloud services, including Entra ID, Intune, Autopilot, Outlook, Teams, OneDrive and SharePoint, including user and device administration, licensing, permissions, configuration, deployment and troubleshooting.
 
20 Assist with the development and configuration of applications, workflows, automation and reporting solutions using approved Microsoft 365 and related technologies, in response to agreed organisational requirements.
21 Provide first line helpdesk support, logging incidents, troubleshooting routine IT issues (hardware, software, connectivity), and escalating more complex problems where necessary.
22 Update job knowledge by participating in educational opportunities, reading professional publications, maintaining personal networks and participating in professional organisations
23 



	Other Duties

	This job description is a broad outline of the post at the date of preparation.  It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time.  Consequently, this is not a contractual document and the post holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job.



November 2026




PERSON SPECIFICATION
POST TITLE:		Information Technology Assistant (Networking)

DIVISION:		Headquarters: Information Technology Section


	ATTRIBUTES
	ESSENTIAL REQUIREMENTS
	DESIRABLE REQUIREMENTS
	METHOD OF ASSESSMENT

	EDUCATION AND TRAINING
	HNC/HND in Computing and Information Technology, or equivalent qualification or relevant experience.
	Ongoing training in Information Technology matters
	Application / Interview

	RELEVANT EXPERIENCE
	In depth knowledge and experience of Microsoft Windows Server Operating systems.
Knowledge of server and PC components and experience of building, maintaining and repairing equipment.
Experience in the installation and configuration of computer hardware and software.
Knowledge of networking systems and IT security and the installation and configuration of network components.
Knowledge of data management and data security procedures.
	Experience of operating an IT service desk or reception.
Experience in the organisation and presentation of training courses.
Manual handling training.
Experience in the work of a Scottish Assessor’s office or the Valuation Office Agency.
Comprehensive knowledge of developments in information technology, and of the range of hardware and software products currently available.
Knowledge of Data Protection and Freedom of Information legislation.
Experience of training staff in the use of computer hardware and software.
Experience or working knowledge of Microsoft SharePoint, with an understanding of site setup, structure design, permissions management, and general administration.
Familiarity with Microsoft 365 cloud services, including administration and support of tools such as Outlook, Teams, OneDrive, and SharePoint. An understanding of how these services integrate within a cloud-based environment, including user access, licensing, and data storage principles.
	Application / Interview







	ATTRIBUTES
	ESSENTIAL REQUIREMENTS
	DESIRABLE REQUIREMENTS
	METHOD OF ASSESSMENT

	PARTICULAR SKILLS / ABILITIES
	Good analytical and problem solving skills.
Ability to adopt a clear and methodical approach to documentation.
Ability to elicit relevant information from persons reporting faults and problems.
Ability to provide clear verbal and written explanations and instructions.
	Good presentation skills.
Ability to provide effective training and associated documentation.
	Application / Interview

	PERSONAL QUALITIES
	Good interpersonal skills.
Ability to act on own initiative.
Ability to function as part of a team.
Ability to manage a varied workload and to work to deadlines.
Effective communication skills.
	
	Application / Interview

	ADDITIONAL JOB RELATED REQUIREMENTS
	Valid driving licence or have an assisted transport arrangement.
Level 1 Disclosure Scotland Check.
	
	References / Interview / Application
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Terms and Conditions of Employment



	Pay Method
	You will be paid on the last working day of the month by BACS (electronic funds transfer). Pay for part time, or those who work less than 52 weeks per year (eg term time), will be calculated on a pro rata basis.
If your start date is between the 1st and the 15th of the month, you will be paid at the end of that month (where the 15th falls on a Saturday or Sunday and you are starting the following Monday, you will be paid at the end of that month). If your start date is after the 15th, you will be paid at the end of the following month.

	Leave
	21 days annual leave, rising to 26 after 5 years continuous service.
7 fixed public holidays plus 5 Floating Public Holidays per annum (based on full time employment). Leave for part time or temporary (less than a full year) employees will be calculated pro rata of that for full time employees.

	Sick Pay
	As per National Terms and Conditions, up to 26 weeks full pay and 26 weeks half pay after 5 years continuous service.

	Pension
	Employees will automatically become a member of the Local Government Pension Scheme.

	Employee Benefits
	Benefits:-

· Flexible Working opportunities
· Incremental salary scales
· 21 days annual leave rising to 26 after 5 years service
· 7 fixed public holidays plus 5 Floating Public Holidays
· Entitlement to Sickness Allowance after 6 months service
· Access to Occupational Health Support
· Learning and Workforce Development opportunities
· Contributory Pension Scheme (including 15.7% by the employer)
· Employee Performance Development and Review
· Voluntary Early Retirement/Voluntary Redundancy Scheme
· Flexible Retirement Scheme
· Ill Health Retirement Enhancements
· Death in Service Payment







Thank you for your interest in working with Tayside Valuation Joint Board. We look forward to receiving your application.

The following pages contain important guidance to help you to complete your application as effectively as possible. They also explain how we recruit and the type of people we are looking for. Please take a few minutes to read this information carefully

How to Apply

· Applications must be submitted online — we do not accept paper forms.
· We do not accept CVs in support of, or instead of, an online application.
· All vacancies are advertised on www.tayside-vjb.gov.uk,and on www.myjobscotland.gov.uk, the national recruitment portal.
· If you apply via our website, you will automatically be redirected to the MyJobScotland portal, where you can register for a personal account. This allows you to save your details and reuse them for future applications.

Acknowledgement of Applications

Once submitted, your application will be acknowledged automatically by email. Please check both your email inbox and your MyJobScotland account regularly.

If you do not receive an acknowledgement within 24 hours, contact us at 01307 499914 or jobapps@tayside-vjb.gov.uk to confirm your application has been received.

Completing Your Application

· Read the Person Specification carefully — your application will be assessed against this.
· Make sure you complete all sections fully and accurately.
· Provide clear examples to demonstrate how you meet all essential criteria, including the required behaviours.
· The quality of your application will form our first impression of you, so please take the time to prepare it thoroughly.

Only applicants who can show that they meet all essential requirements will be shortlisted for interview.






WHAT IS IMPORTANT TO US WHEN WE RECRUIT NEW STAFF

At Tayside Valuation Joint Board, we want our people to succeed and thrive. That means we look for employees who:

· Communicate clearly and effectively.
· Put customers at the heart of everything they do.
· Act with professionalism and integrity at all times.
· Demonstrate respect for others in every interaction.

We are committed to providing a safe, healthy, and supportive working environment, with a strong focus on employee wellbeing. In return, we expect all staff to take responsibility for their own health and safety and to work in a safety-conscious way.

We are equally committed to equality of opportunity and to building a diverse workforce where everyone’s differences are valued and respected. We expect our employees to share this commitment and contribute to an inclusive workplace.

If you share these values and wish to contribute to this environment, we encourage you to apply to join our team.

GUARANTEED JOB INTERVIEW SCHEME

We guarantee an interview for disabled applicants who meet the essential criteria detailed in the person specification. You should indicate if you are applying under this scheme in the Guaranteed Interview section of the application process. 

The Employment Support Service offers free advice to assist people with disabilities into employment. For more information, or an informal discussion, please contact the Employment Support Service, Social Work Department, Dunsinane Avenue, Dundee, DD2 3QN, Tel 01382 436777. E-mail: employmentsupportservice@dundeecity.gov.uk


EQUAL OPPORTUNITIES FORM

The Board recognises the need to achieve equality for all citizens and employees. We recognise that people can be discriminated against because of race, colour, ethnic and national origins, marital status, domestic circumstances, gender, sexuality and transsexualism, age, class, ethical or religious belief, basic skills, disability, trade union activity, long term unemployment, or because they have AIDS or are HIV positive. The Board’s Equal Opportunities Policy is to eliminate discrimination and promote equality.

The Equal Opportunities Form helps us to monitor the effectiveness of our Equal Opportunities Policy. Please help us by completing the form and returning it with your application. Any information obtained from this form will be kept confidential and held for statistical purposes only. The information will not be used in the selection process.

YOUR PERSONAL INFORMATION

Tayside Valuation Joint Board will use your personal information to assess your suitability for this job. It will keep that information for no longer than is necessary for that purpose or to satisfy relevant legal obligations. Any information you give in the equal opportunities questionnaire will be used in an anonymous, statistical form for monitoring the effectiveness of our Equal Opportunities Policy. 

The Board is the registered Data controller. Any queries regarding the processing of your personal data by Tayside Valuation Joint Board should be directed to the Data Protection Officer, telephone 01382 434206 or email infogov@dundeecity.gov.uk.



The Board’s full Data Protection Policy is available on the Board’s website: Data Protection Policy

CUSTOMER SATISFACTION

We are committed to a high quality recruitment and selection process.  If you wish to offer any suggestions or comments, please contact:-

Administration Manager (Finance/Personnel)
Tayside Valuation Joint Board
William Wallace House
Orchard Loan
Orchardbank Business Park
FORFAR
DD8 1WH

Tel:	01307 499914
Email:	jobapps@tayside-vjb.gov.uk


Selection Process

IF YOU ARE INVITED FOR INTERVIEW

If you are selected for interview, you will be contacted using the email address you provided on your application. Therefore, it is important that you check your email, or your myjobscotland online account, regularly. 
You will have the opportunity online to select an interview time slot that suits you best from a range of options.

We understand that circumstances can change after you apply for a job. If you are invited to interview but no longer wish to be considered, we would appreciate it if you could let us know as soon as possible. To do this, please call the number provided at the top of this section.  At interview, you should expect to be asked questions that not only test your skills and competence but, very importantly, test the extent to which you would display the right behaviours and attitude when carrying out the job.

RECRUITMENT AND SELECTION PRE EMPLOYMENT CHECKS

The following sections provide information about the checks we carry out for all candidates we invite to interview and before a preferred candidate is permitted to start work with Tayside Valuation Joint Board. Unless otherwise stated, all checks apply to internal and external candidates.

It is important that you read these sections thoroughly.  If you are unable to supply any of the essential information or documents we need, we may not be able to proceed with your application. Please also make sure that you bring all the documents you need to your interview to avoid unnecessary delays in the recruitment process.

ASYLUM AND IMMIGRATION ACT 1996

Under Section 8 of the Asylum and Immigration Act 1996, employers must ensure that any prospective employee is legally entitled to live and work in the UK. If you are invited for interview, you will be required to produce an official document confirming that you are entitled to live and work in the UK, eg passport; full birth certificate and official document confirming your name and national insurance number; or a passport/travel document/letter from the Home Office.

If you are not currently entitled to work in the UK, we advise that you visit: 
www.ukba.homeoffice.gov.uk for further information about working in the UK.

QUALIFICATIONS AND CERTIFICATES

You will be asked to bring original copies of all relevant educational and professional qualifications and memberships to your interview.  A copy will be taken for our records.  If the original certificate is unavailable, you must obtain a certified copy of the document from the issuing body.


REGISTRATION WITH A REGULATORY BODY

Where registration with an appropriate regulatory body, eg Royal Institution of Chartered Surveyors (RICS) is required, you will be asked to provide us with your registration certificate.

DRIVING LICENCE

If required, you will be asked to bring proof to your interview that you hold the appropriate driving licence to allow you to carry out the driving duties of the post.  A copy will be taken for our records. Where a Certificate of Professional Competence and/or Driver Qualification Card is specified on the person specification, you will also need to provide evidence of the number of hours or periodic training undertaken since issue of the CPC or DQC.

CRIMINAL CONVICTIONS

If you are selected for interview, you will be required to complete a Criminal Convictions Declaration, which gives guidance on previous criminal convictions which require to be disclosed.

We will not discriminate against ex-offenders and, if you have to give details of any previous convictions, this will not automatically prevent you from getting a job. We will consider how previous convictions could affect the job and these will only be taken into account if the offence is relevant to the type of work you would be doing.


CHECKS FOR PREFERRED CANDIDATE ONLY

DISCLOSURE CHECKS

Posts are assessed to determine whether a Disclosure check is required and at what level (basic, standard or enhanced) or Protection of Vulnerable Groups Scheme (PVG) membership is appropriate (and whether it is children; protected adults; or both). This is stated in the job advertisement and on the Person Specification. Where posts require a disclosure check, unconditional offers will not be made until the appropriate satisfactory disclosure check is obtained.

REFERENCES

In your application, you are required to provide details of two referees who can provide information about you which is relevant to your application. One of the referees must be your current or most recent employer. Please note, the application will automatically ask for one referee. Please ensure you add a second. If you have no suitable previous employer who is able to provide an employment reference, a reference can be accepted from education establishments where you have been in education, or a character reference can be accepted from a person of 'good standing', eg Minister, Leader of Voluntary Organisation, GP. The Board does not accept references from family members or friends. The Board reserves the right to ask for details of a further referee where we are not satisfied for any reason.




FITNESS FOR THE POST APPLIED FOR

As part of the recruitment and selection process you may be required to complete a medical questionnaire. This will be kept confidential and only viewed by our occupational health provider. In some cases, depending on the situation or the post, you will be required to undergo a medical or statutory health surveillance assessment by our occupational health provider.


OTHER PAID EMPLOYMENT OR BUSINESS ACTIVTY 

If you are in paid employment or have a business activity which you wish to continue if you are appointed to this job, the Council will consider whether this would cause a conflict with your contractual responsibilities and will act in accordance with its assessment. This will be discussed with you if you are invited to interview.


Frequently Asked Questions



	How often are Board job vacancies advertised?
	Every Friday. They are usually open for 2 weeks. The closing date is shown on the vacancy.

	What happens after I submit my online application?
	You will receive an email from myjobscotland confirming receipt. The interview date(s) for the vacancy are shown in the advert. If you have any queries regarding your application, you can contact the person/section named in the 'How to Apply' section of this pack. This person/section can also be contacted if you require feedback on your application.

	Can I submit my CV instead of applying directly online for this, or any other, Board vacancy?
	No, you can only apply online for our vacancies. Tayside Valuation Joint Board does not accept CVs instead of, or in support of, online applications.

	Can I download an application form?
	No, you can only apply online for our vacancies. 

	Will my application form be accepted if it is after the closing date?
	You will not be able to submit an online application for a post which has passed its closing date. If you have started your application on the day the post closes, you will have until midnight to complete and submit your application.

	What special arrangements do you have for employing people who consider themselves to have a disability?
	Tayside Valuation Joint Board operates a Guaranteed Job Interview Scheme for applicants with disabilities. You will be guaranteed an interview if you meet the essential requirements listed in the person specification for the post.
If you are invited for interview and require any additional assistance, please contact the person/section named in the 'How to Apply' part of this pack.

	Will I still be considered for a Board vacancy if I have a conviction?
	If you have declared a criminal conviction history, this will only be taken into consideration where the actual history is relevant to the specific duties of the post you have applied for. 
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