	Department:
	Information Technology & Billing

	Job Title:
	IT Manager

	Reporting To:
	Managing Director


	Duties and Responsibilities:

1. Provide leadership to staff in the delivery of timely, effective and proactive support to all systems users.

2. Project manage system implementations to ensure that goals or objectives of the project are accomplished within the prescribed time frame and funding parameters

3. Plan/ develop/ review policies and procedures to promote secure, efficient and economical utilization of computer resources and personnel.

4. Advise the company on issues regarding computer systems and services; review/ approve purchase of computer related items and services.

5. Perform system security audits and revenue assurance exercises for all IT systems in order to identify business and financial risks and promote operational efficiency of companies through information security and risk management.

6. Establish standard/ preferred hardware and software suppliers to reduce purchasing costs of hardware and software.

7. Analyse requirements, procedures and problems to automate processing or to improve existing systems with the purpose of creating operational efficiency, security and reducing operational costs.

8. Prepare Requests For Proposals/Bids and coordinate the evaluation and selection process.

9. Review report requirements for management information and decision-making.

10. Prepare annual work plans.

11. Plan and manage the IT operations budget.

12. Negotiate/ review and keep up-to-date vendor agreements for supply, maintenance and support of computer systems and services.

13. Participate in the recruitment of staff to ensure that the staff is appointed to areas that match their skills so that they become productive within the company in a short time of joining the company; periodically appraise staff job performance.

14. Other duties and responsibilities that may be assigned.


	Qualifications/ skills requirement

1. A University Degree preferably in Information Technology (IT) related field.

2. At least 5 Years experience in administration and support of IT systems with at least 3 years in management/ supervision of IT staff.

3. An understanding of IT Security Policies and Standards development and Disaster Recovery Planning is essential.

4. Good organisational and management skills; good interpersonal skills with the ability to communicate at all levels.

5. Working knowledge of LAN/ WAN, Databases, Operating Systems, Billing Systems,  Microsoft Office applications and Project Management.

6. Working knowledge of IT Systems in a telecommunications environment would be an added advantage.


	ROLE PROFILE FOR SYSTEMS ADMINISTRATOR

	ROLE & CONTEXT


	NEED TO DO
	NEED TO KNOW
	NEED TO BE

	Purpose:

To administer and maintain post-paid and pre-paid systems.
Context:

The company  ................................. which its imperative strategic plan is to grow market share and drain funds from its competitors in the environment regarded to be highly competitive and hostile.

This can be achieved through empowered workforce who are self motivated, committed to growth and seeks excellence in execution.

Dimensions:

Charged with generating ….per….

Turn over is…….

Budget control of…………

Number of customers handled…..


	Key Outputs:

· Supervise and provide technical support to staff in the delivery of timely, effective and proactive support to all systems users.

· Design and develop reports for management information and decision-making.

· Perform housekeeping procedures, monitor usage, capacity, utilization and performance of the system databases.

· Identify and implement corrective measures on the systems to prevent production service failure or degradation of service, enlisting vendor support and maintenance services where necessary.

· Appraise staff job performance.

· Provide training to general staff, in the use of applications/ systems.

· Submit periodic operations status reports.

· Provide on-site and telephone system support/ technical support at the company headquarters and regional offices.

Relationships:

Internal.

IT Manager and HoDs


	Qualifications:

A University Degree preferably in Information Technology (IT) related field

Experience:

At least 3 years experience in administration and support of IT systems with at least 1 year in supervision of staff.

Skills/knowledge:

· An understanding of Database Administration, IT Security Policies and Standards development and Disaster Recovery Planning is essential.
· Working knowledge of LAN/ WAN, Databases, Operating Systems and Microsoft Office applications.
· Working knowledge of ALCATEL GSM billing systems, LAN/ WAN, Databases, Operating Systems and Microsoft Office applications would be an added advantage.
Decision Making/Authority:


	· Good organizational and supervisory skills

· Ability to work under pressure and with minimum supervision

· Good interpersonal skills with the ability to communicate at all levels.

· Flexibility to work shifts, nights, weekends and holidays when the need arises
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