


Job description

	Date:  19 September 2013
	
	
	


______________________________________________________________________________

	Department:

	Corporate Services 

	Post number:

	DSDESSO001

	Section:

	Digital Services 

	Job title:

	Senior Technician

	Grade:

	Grade 6


______________________________________________________________________________

Main purpose of job

To be responsible to the relevant Digital Delivery Manager for the efficient and cost effective delivery of the operations / stores functions to agreed quality, performance and safety standards.

Supervise and monitor the performance of assigned staff to ensure the delivery of a high quality service.

Ensure effective liaison with all customers for the provision of quality service delivery.

Summary of responsibilities and personal duties

1. Supervise and undertake work in one of the following 2 areas:-

Operations
· 	Carrying out the full range of defined tasks associated with operating and controlling the installed hardware and software. This will involve the use of multiple hardware and software platforms
· 	Ensuring that all tasks are completed correctly and to agreed schedules
· 	Operating and taking responsibility for back-up and recovery tasks
· 	Ensuring that all documentation and logs are completed
· 	Identifying and rectifying a broad range of operational exceptions and error conditions and dealing sensibly and responsibly with unexpected or extraordinary events or incidents
· 	Ensuring that equipment is used correctly and that safety guidelines are followed
· 	Operating equipment, diagnosing faults and liaising with suppliers to ensure rapid resolution
· 	Assisting with out of hours support activities as directed by the on call officer
· 	Ensuring a smooth handover to the following shift

Stores 
· Receiving, checking and recording deliveries, the upkeep and maintenance of stock control systems and controlling the release of stock 
· Managing stock levels and participating in the procurement process
· Liaising with suppliers regarding the delivery of stock and ensuring the security of same 
· Responsibility for periodic stocktaking, the production of reports and dealing responsibly with unexpected results or stock variances
· Ensuring that storage areas are kept tidy, safe and secure
· Organising and ensuring the disposal of redundant equipment, in line with council requirements and the WEEE Regulations

2. Represent the line manager as appropriate within the post holder’s sphere of responsibility.

3. Supervise the workload of any assigned staff ensuring that it is scheduled effectively to facilitate operational efficiency.

4. Liaise with customers and Digital Services staff to implement changes to requirements, schedules and processes to ensure the required delivery of service.

5. Co-ordinate, assign and perform duties to minimise disruption to customers recognising that this may involve working outside normal office hours, attending user sites or working remotely.

6. Responsible for processing updates of data and systems.

7. Assist with hardware builds, configuration processes and equipment installation, including the initial ghosting and setup of PCs.

8. Develop procedures and manuals, keeping these under active review making on going improvements and recommendations for improvement.

9. Keep detailed records of own time and assist with performance monitoring and targeting to ensure delivery of work to quality, time and budget.

10. Responsible for maintaining detailed records of customer invoicing, the calculation of charges and resolving customer queries.

11. Responsible for coordination of the delivery of consumables and the routine maintenance of equipment, as per customer requests.

12. Develop training plans and PDPs for assigned staff.

13. Motivate and manage any staff, that may be assigned, to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

14. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

15. Participate as directed in the council’s recruitment and selection procedures.

16. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

17. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

18. Undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.




Employee specification

	Date:
	9 September 2026


_____________________________________________________________________

	Department:

	Corporate Services

	Post number:

	DSDESSO001

	Section:

	Digital Services 

	Job title:

	Senior Technician

	Grade:

	Grade 6


_____________________________________________________________________

Essential criteria

Experience

Applicants must, as at the closing date for receipt of applications be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following areas:

(a) computer operations including scheduling tasks and batch processing programmes, ability to diagnose issues with these programmes and reporting the outcomes to senior staff; and
(b) using specialist equipment in the delivery of bulk printing and enveloping services.


Desirable criterion

In addition to the above experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms, can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the aforementioned areas (a)-(b).



Special skills and attributes 

Applicants must be able to demonstrate evidence of the following skills and attributes which may be tested at interview: 

Communication skills: excellent communication skills, both oral and written, with the ability to write high level reports and correspondence in a clear and simple language. 

Information technology skills: the ability to operate a range of standard office IT programmes but also have a high degree of understanding of how computer programmes and new technology generally can increase business efficiency. 

Analysis and problem solving skills: the ability to analyse complex situations and make decisions using the data that has been gathered.

Team-working and leadership skills: effective leadership skills and the ability to motivate, supervise and develop a team.

Customer care skills: the ability to ensure that services are provided to the highest quality within agreed budgets and with a commitment to the principles of customer care.

Technical skills: the ability to undertake work within stores and operations within the Digital Services Section.
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