	Support Engineer 
Cubic Defence New Zealand Ltd



1 Job title

Network and Systems Engineer
2 reports to

Information Systems Manager

3 Responsible for

N/A

4 overall objective

To support, maintain and develop the information systems infrastructure of Cubic Defence New Zealand Ltd.

5 specific responsibilities and objectives

a. Support all aspects of information system hardware maintenance. This will include:

· checking, configuration, installation, and setup of hardware.

· keeping records of specific hardware details including configuration, manuals, drivers, image files etc.

· maintenance and upgrading as required.

· disposal of assets when no longer required.

b. Support all aspects of computer software use within the company. This will include:

· co-ordination of requirements analysis.

· input into the selection of suitable packages and suppliers.

· planning of the implementation phase including testing, scheduling, data conversion, impact analysis etc.

· installation and configuration of software on workstations or servers.

· keeping records of installations to ensure all licensing requirements are met.

· responsibility for source media backup and storage of original media.

· application of fixes and upgrades as required.
c. A high standard of customer focus is required.  Provide support and training to users of the Company's computer software and hardware systems and applications.
d. Carry out security and access procedures for the system, registering, modifying and deleting users and ensuring that usage is in line with protocols.  Ensuring all aspects of information system security are monitored, maintained and updated.
e. Simplification and standardisation of PC based systems  - you will utilise a build and image based PC environment complete with control mechanisms in the form of policies, procedures, catalogues and updates.
f. Identify and implement new technology, system hardware and software upgrades as required. A process of continuous improvement will be backed up with thorough planning.

g. Assist in the development, maintenance, and documentation of a high quality IT infrastructure that will meet the expanding requirements of the organisation. The system should achieve high levels of availability and provide the standard services such as high performance, system security, backup, and internet connectivity and includes installation and maintenance of the cabling network.

h. Publish documentation for the company quality system relating to procedures and policies of the IT area, ensuring that appropriate training is carried out in these areas as required.

i. Provide a status report on a weekly basis to the Information Systems Manager.  This will include a breakdown of tasks worked on, including operations, requests, projects and training.  Attend morning meetings with the Information Systems Manager to provide updates and work scheduling.

j. Information Services is small team.  You will ensure all tasks and aspects of your position are well documented so that another member of Information Services can perform the tasks.  You will take on the tasks of other staff when required.
k. Ensure the IT environment is kept in an organised manner, reflecting your own work habits.

6 authority

N/A.

7 Additional information

The attributes of the person holding this position are likely to include the following:

l. Excellent verbal and written communication skills.

m. Tertiary qualifications in the field of computer science.
n. A demonstrable ability to solve problems, troubleshoot, think “outside the square”.

o. Microsoft MCSE certified.

p. Cisco CCNA certified.

q. Experience in supporting an advanced Microsoft network, including, Server Enterprise clustering and storage, Exchange Server Enterprise, SQL Server Enterprise, Project Server, Live Communications Server, Internet Security and Accelerator Server and SharePoint.
r. Experience in supporting PC based operating systems and applications.

s. The ability to keep up with new technology and its application.

t. The ability to work well in a team environment, relating to a range of different personality types.

u. The ability to work well under pressure in a variety of situations.

v. A keen desire and ability to implement company standards in a team environment that leads to a high degree of maintainability.
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