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JOB TITLE Kickstart IT Assistant
SALARY £9.34 per hour
Additional info Fixed Term Contract 6 month, 25 hours a week. 
About Us

North Hertfordshire is a large rural district with approximately 125,000 residents with four historic towns, Hitchin, Baldock, Royston and Letchworth Garden City. The Council has a clear vision: to make North Hertfordshire a district in which everyone who lives, works or visits is able to flourish.

Your Role
To deal with general enquires into the IT department via the telephone, email or letter and in person, and where necessary referring to other officers in the team. To give customers a positive impression of the Council. Establishing and maintaining positive relationships with internal and external customers To assist the team by undertaking administration, ensuring adherence to relevant policies and procedures, to give a fast and effective service to internal and external customers To record accurate information onto key databases To assist with the coordination and implementation of projects – namely a laptop roll out. The successful candidate will be based at our offices in Letchworth as well as travelling within the district to deliver equipment to NHDC staff.
Monday to Friday (10am to 2pm) but with some flexibly on working hours.  25 hours per week

Skills Required

Successful candidate will have a basic experience of dealing with people in a polite and friendly manner and have a level 2 qualification in literacy and numeracy or equivalent. The successful candidate will have the ability to relate to people at all levels, be able to work as part of a team, use their initiative and be able to follow instructions accurately. They will have a willingness to learn and adapt to different work roles. The successful candidate will hold a clean driving licence

Employability Support

The successful candidate will be working as part of a team and will receive support and guidance from their Line Manager and Peers to work and communicate effectively, you will have regular feedback during the placement. The successful candidate would complete our standard new starter induction programme; we would also assign them a buddy to support them through their induction period. On the job training will be given and the successful candidate would have access to our eLearning system where they can access packages about working in local government, confidence and assertiveness and other soft skills. We have a bank of qualified coaches who can provide support, we will also provide a mentor and will arrange for our Apprentices to support the candidate, they will also have access to preparing for an interview and self-development learning. Our eLearning can be accessed via our Learning Management System and any workshops will be delivered either virtually or face to face in the Council Offices. 

Your Rewards
- Local Government Pension Scheme (18% employer contribution)
- Generous annual leave, including Christmas close down period
- Occupational sick pay
- Free cark parking
- Discounts, including 50% off gym membership

We are dedicated to promoting a healthy work/life balance and ensuring all members of our team feel that they are making a difference to the local community and are valued by our organisation.

How to Apply

To apply please contact your Universal Credit Work Coach at your local Jobcentre. 
As a Council committed to equality and diversity we welcome applications from all sections of the community.  Disabled people who meet the person specification will be guaranteed an interview.

If you would like an informal chat about the post, you can contact Laura Bignell, HR Operations Manager on 01462 474347
Closing Date:
Noon Tuesday 20th July 2021
Interviews:
TBC

[image: image2.png]B2 disability
BE6 confident
EMPLOYER




�		                                                                                 �					                                     








[image: image3.png]‘emplogers for

carers



_1161173406.doc
[image: image1.png]






