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	Position Description - General Service  


	Position:
	

	Position Title:                                    ICT Assistant
	

	Grade:                                                G6
	

	Unit/Team:                                        OSL
	

	Major Office: 
	

	Duty Station:                                     Multiple duty stations
	

	Organization: 
	

	Nature of Position: 
	

	CCOG Code: 

First Level Supervisor: 

ICT Officer
Second Level Supervisor: 

Team Lead – Logistics and Operations Support (OSL)

	

	
	

	
	

	
	


1.  Background and Justification
     *Purpose of the Position

In the context of the WHO Health Emergencies Incident Management System (IMS), at the country level, the incumbent will provide end-user support and maintenance services for information technology infrastructure and tools in field locations.
2.  Job Description

     *Objectives of the Programme and the immediate Strategic Objective


The mission of WHO’s Health Emergencies Programme (The Programme) is to help countries, and to coordinator international action, to prevent, prepare for, detect, rapidly respond to, and recover from outbreaks and emergencies.

     *Organizational context (Describe the individual role of incumbent within the team, focusing on the intricacy and difficulty of working environment)

Under the supervision of the ICT Officer and the overall guidance of the OSL Team Lead, working closely with counterparts at the respective Regional Office, HQ, other WHO staff and partners, the incumbent provides support to the WHO Incident Management staff in utilization of ICT resources. The incumbent work together with the ICT Officer and the Regional Offices to support the deployment of ICT equipment and assist in needs assessment and verification of ICT infrastructure and applications.

     *Summary of Assigned Duties (Describe what the incumbent has to do to achieve main objectives; include main achievements expected)

During deployment, the duty station may change, and duties may be modified, based upon the technical needs of the Programme.

1. Ensures effective functioning of the CO/WHO Field Office hardware and software packages, focusing on the achievement of the following results:
· Performance of specific technical functions, including changing of hardware electronic components (disks, memories, network wiring, power sources, etc.) and routine repairs;
· Assistance in the installation of commercial and in-house developed software and related upgrades;

· Assistance in upgrading patch and anti-virus programs on a timely basis;

· Monitoring of file server traffic, usage and performance on a frequent and regular basis;

· Support to users in backing up and restoring their files, as well as in virus detection, removal and prevention;

· Support to field offices in all ICT and connectivity issues.

2. Supports local Area networks and connectivity, focusing on achievement of the following results:

· Facilitate the installation of connectivity solutions

· Support installation of Local Area Networks and Access points

· Assistance in trouble-shooting and monitoring of network problems at field offices;

· Response to user needs and questions regarding network access;

· Assistance in backup and restoration procedures for local drives. Maintenance of backup logs. Assistance to organization of off-site storage of backups.

3. Provides administrative support, focusing on achievement of the following results:

· Maintenance of an up-to-date inventory of software and hardware;

· Maintenance of a library of ICT related reference materials;

· Maintenance of the inventory and stock of supplies and spare parts in cooperation with the Procurement Unit;

· Maintenance of the filing system ensuring safekeeping of confidential materials;

· Provision of ICT support to key events.

4. Perform any other related incident-specific duties, as required by the functional supervisor.

*Difficulty, Sensitivity, Nature and Importance of Work Relations  
With whom (indicate title only) and for what purpose does the job require contacts?
	
	Title of person contacted
	Subject and purpose of contact

	Within unit/division


	Supervisors/Staff
	Seek guidance, answer queries and process ICT work

	Within Organization at duty station
	IMS team. WHO staff and consultants.
	    Provide ICT support and training

	Within Organization outside duty station
	Regional Office ICT staff. 
	To solve technical problems. To follow up warranty agreements, regular maintenance and trouble-shooting.     

	Outside the Organization


	National staff  and computer vendors and suppliers of hardware and software & third party maintenance companies.
	To extend support and advice for IT services. To solve technical problems. To follow up warranty agreements, regular maintenance and trouble-shooting.     


3. Recruitment Profile

      Competencies: Generic

Describe the core, management competencies required - See WHO competency model - list in order of priority, commencing with the most important ones.

1. Respecting and promoting individual and cultural differences;

2. Ensuring the effective use of resources;

3. Building and promoting partnerships across the organization and beyond; 

4. Communication 

5. Teamwork.

     Functional Knowledge and Skills

       *Describe the essential knowledge and the skills specific to the position

· Demonstrated ability to identify and solve technical problems in difficult circumstances.  

· Excellent knowledge of Windows Operating Systems and Windows based networking environment;

· Excellent knowledge of Windows based back office and desktop applications;

· Knowledge of basic telecommunications technologies and Internet based protocols.  

· Knowledge of WHO, the UN System or NGO work in the field of response relief and/or of their practices and procedures as related to the work.
      Education Qualifications

    *Essential
Completion of secondary education; Training in the area of informatics or telecommunication; formal training on Windows Operating Systems family; formal training on MS Office Suite.
       Desirable

University degree in computer science, computer engineering, or related field is an asset.

      Experience
    *Essential
At least eight years of progressive experience in operation of computers, hardware maintenance/trouble-shooting and software support.
       Desirable

Some experience or a sound knowledge of WHO’s mandate and goals or in UN organizations/ agencies, international institutions, health cluster partners, recognized humanitarian organizations or nongovernmental organizations.    
4.     Use of Language Skills

Excellent knowledge of English or French (depending on the country of assignment). Working knowledge of another WHO official language would be an asset.

