Job Profile:  Rollout Assistant
This supplementary information for Rollout Assistant for is for guidance and must be used in conjunction with the Job Capsule for 

Job Family: ICT Shared Service Job Level 2, Zone 1, Camden Way Category 2

It is for use during recruitment, setting objectives as part of the performance management process and other people management purposes.  It does not form part of an employee’s contract of employment.


Role Purpose:

To provide support to our service users, existing employees and new starters.  To support IT service centre, projects and delivery IT kit refresh.  Resolve issues where possible at first point of contact. 
 
Example outcomes or objectives that this role will deliver:
New starters, Leavers and Movers in Camden 
IT kit configuration – (laptop prep, install apps, load user profile, apply updates and carryout required testing) 
IT Induction – Monthly: Camden employees - 30-50 new starters, Weekly: Agency staff 10-15 new starters, 1-2-1 for VIP and high profile users. 
1st line support for new starters 
Cover IT Hub and IT Service Desk telephone as required
Mobile Devices support - mobile device config, app installation, user profile setup
Intune mobile console management (compliance, device, user)
Database management & Stock Management 










People Management Responsibilities:
None

Relationships

Liaising with service users, contractors, suppliers, other departments and agencies as required, both internal and external at all levels

Work Environment:
Main office location will be based at 5 Pancras Square,  N1C 4AG. However will be visiting different locations within Camden, 

Technical Knowledge and Experience:

· Knowledge of ITIL practices desirable 
· Experience of excellent customer service 
· Knowledge of Microsoft products - Windows operating systems 
· Knowledge of MS Office applications
· Ability to manage customer expectations and ensure effective communications with colleagues and customers 
· Is familiar with the security standards and all relevant legislation that affects security within the defined scope of authority 
· Basic User & Security Group Active Directory administration (desirable)












[bookmark: _GoBack]Camden Way Five Ways of Working

In order to continue delivering for the people of Camden in the face of ever increasing financial pressure, we need to transform the way we do things. We call this the Camden Way. The Camden Way is a key part of our transformation strategy often referred to as the transformation triangle which links the Camden Plan, the Camden Way and the Financial Strategy together.

The Camden Way illustrates the approach that should underpin everything we do through five ways of working: 
· •Deliver for the people of Camden
· •Work as one team
· •Take pride in getting it right
· •Find better ways
· •Take personal responsibility 
· For further information on the Camden Way please visit:

http://www.togetherwearecamden.com/pages/discover-jobs-and-careers-in-camden/working-for-camden/
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