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	Job title:
	Junior IT Assistant
	Reporting to:
	Head of IT & Systems

	Department/Group:
	People & Systems
	Job code/Req no.:
	

	Location:
	HOSF
	Travel required:
	Yes – to shops

	Band
	3
	Position type:
	22.5hpw Tues, Wed & Thurs

	Main Duties & Responsibilities 

The IT team support the Hospice by delivering reliable, responsive technical services to staff, our retail shops, and the systems that help care for patients. This junior role is ideal for someone at the start of their IT career who is keen to learn, develop practical skills, and provide friendly day-to-day support in a small hospice environment.
The Junior IT Assistant will help provide hands-on support across the Hospice, assisting with everyday technical queries, setting up equipment, supporting Microsoft 365 users, and learning how to maintain the Hospice’s IT systems under the guidance of the Head of IT & Systems.
You will be responsible for:
· Providing first-line technical support to staff and volunteers, helping to resolve common hardware, software, printer, and account issues.
· Supporting users with Microsoft 365 services, including Outlook, Teams, SharePoint, OneDrive, and Office applications.
· Assisting with the setup, deployment, configuration, and maintenance of laptops, desktops, phones, printers, and other IT equipment.
· Helping to create, update, and manage user accounts, permissions, and basic access requests.
· Installing, updating, and checking software applications and operating systems, following agreed processes.
· Maintaining IT documentation, user guides, asset records, and equipment checklists.
· Supporting staff and volunteers with basic IT guidance, helping them use systems confidently and safely.
· Assisting the Head of IT & Systems with small projects, equipment rollouts, system improvements, and routine checks.
· Learning about cyber security good practice and helping to promote safe use of Hospice systems.
· Liaising with external IT suppliers where appropriate, escalating issues when further support is needed.
· Responding promptly to urgent IT issues and escalating incidents in line with agreed procedures.

	Qualifications, Skills, Experience, Knowledge & Approach

· An interest in IT and technology, with a willingness to learn and develop practical support skills.
· Some experience of helping others with IT, gained through work, volunteering, education, personal projects, or informal support.
· Basic understanding of Windows laptops/desktops, printers, mobile devices, and common software applications.
· Familiarity with Microsoft 365 applications such as Outlook, Teams, Word, Excel, SharePoint, or OneDrive.
· Clear communication skills and the confidence to ask questions, take notes, and follow instructions.
· Friendly, patient, and approachable, with a genuine desire to help staff and volunteers resolve IT problems.
· Well organised, reliable, and able to priorities tasks with support from the Head of IT & Systems.
· A proactive attitude, attention to detail, and willingness to contribute ideas for improving simple processes.
· Able to work as part of a small team and build positive relationships with colleagues and IT partners.

	Communication
· Able to communicate exceptionally well with others, internal and external to The Hospice 
· Able to explain highly technical items to non-technical people
· Ability to quickly build a rapport and establish relationships with internal and external stakeholders, based on trust and understanding
· Ability to understand and act upon the principles of excellent customer service

	Decision Making
· Self-motivated with the ability to think and adapt quickly 	 
· Excited by change, able to work with agility and adapt to changing demands

	Mental & Physical Consideration
· Ability to organise time effectively, prioritising workload, meeting deadlines and being proficient at multi-tasking

	Working Conditions & Environment
· Able to work some evenings and weekends, if required 	 
· Must be able to drive and have access to own car and be covered for business use

	Health & Safety
· Understand and comply with all Health and Safety, Fire and Infection Control regulations 
· Complete all mandatory training and ensure compliance with direct reports and contractors
· Appointment is subject to an enhanced Disclosure & Barring Service check

	Safeguarding 
Act in a manner at all times to safeguard the interests of individual patients/clients and their families and justify public trust and confidence in the Hospice of St Francis.
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	Lee Mullens, Head of IT & Systems
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Job title :  Junior  IT Assistant  Reporting to :  Head of IT & Systems  

Department/Group :  People & Systems  Job code/Req no. :   

Location :  HOSF  Travel required :  Yes  –   to shops  

Band  3  Position type :  22.5hpw Tues, Wed &  Thurs  

Main Duties & Responsibilities      The IT team support the Hospice by delivering reliable, responsive technical services to staff, our retail  shops, and the systems that help care for patients. This junior role is ideal for someone at the start of  their IT career who is keen to learn, devel op practical skills, and provide friendly day - to - day support in a  small hospice environment.   The  Junior  IT Assistant will help provide hands - on support across the Hospice, assisting with everyday  technical queries, setting up equipment, supporting Microsoft 365 users, and learning how to maintain  the Hospice’s IT systems under the guidance of the Head of IT  & Systems.   You will be responsible for:      Providing first - line technical support to staff and volunteers, helping to resolve common hardware,  software, printer, and account issues.      Supporting users with Microsoft 365 services, including Outlook, Teams, SharePoint, OneDrive, and  Office applications.      Assisting with the setup, deployment, configuration, and maintenance of laptops, desktops,  phones, printers, and other IT equipment.      Helping to create, update, and manage user accounts, permissions, and basic access requests.      Installing, updating, and checking software applications and operating systems, following agreed  processes.      Maintaining IT documentation, user guides, asset records, and equipment checklists.      Supporting staff and volunteers with basic IT guidance, helping them use systems confidently and  safely.      Assisting the Head of IT & Systems with small projects, equipment rollouts, system improvements,  and routine checks.      Learning about cyber security good practice and helping to promote safe use of Hospice systems.      Liaising with external IT suppliers where appropriate, escalating issues when further support is  needed.      Responding promptly to urgent IT issues and escalating incidents in line with agreed procedures.  

Qualifications, Skills, Experience, Knowledge & Approach        An interest in IT and technology, with a willingness to learn and develop practical support skills.      Some experience of helping others with IT, gained through work, volunteering, education, personal  projects, or informal support.      Basic understanding of Windows laptops/desktops, printers, mobile devices, and common software  applications.      Familiarity with Microsoft 365 applications such as Outlook, Teams, Word, Excel, SharePoint, or  OneDrive.      Clear communication skills and the confidence to ask questions, take notes, and follow instructions.  

