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ROLE PROFILE


	JOB TITLE:  IT Asset Management and Supply Officer 

	TEAM/PROGRAMME: Technology Operations
	LOCATION:  UK or any existing Save the Children International Regional or Country office Worldwide.

	GRADE:  D1   Junior-Mid Level             
	CONTRACT LENGTH: Permanent


	CHILD SAFEGUARDING:
Level 1:  A basic criminal record background (DBS) check is required/equivalent police record check.


	ROLE PURPOSE:
The IT Asset Management and Supply Coordinator will provide administrative support in the day to day running of the hardware and software supply and asset management. Reporting to the Technology Procurement Manager, the successful candidate will be a team player and be adaptable and well organised. The role will involve working with and supporting UK Centre office (hardware and software management) and Regional Procurement Units and Members (software management). 


	SCOPE OF ROLE: 

Reports to: Technology Procurement Manager
Dimensions:  The role will interact with stakeholders inside and outside the technology function and external to SCI; including:

· External third party(ies): Day to day relationship and management of the laptop leasing arrangement and software procurement. 
· Finance function: Ensuring accurate and timely payments to the suppliers and internal re-charges to SCI Centre and Country Offices. 
· HR function: Ensuring new joiners to SCI Centre have leased laptops allocated on a timely basis
· Technology function: Liaising with technology colleagues to ensure that leased laptop issues are identified and resolved and licences are correctly assign in Core View Portal. 
Staff directly reporting to this post: None


	KEY AREAS OF ACCOUNTABILITY:

*Hardware (London office ONLY)

Day to day operation of the leased laptop lifecycle including: 
Joiners/ leavers process - ensuring that:

· new joiners are allocated and receive a leased laptop on a timely basis and continuously optimized to improve the new joiner laptop experience

· leavers return their leased laptop to SCI Centre for reallocation

· there is complete, accurate and reportable data that reflects who has which leased laptops

Laptop lease asset management – ensuring that:

· Laptops assigned to individuals are returned on a timely basis to the leasing partner at the end of the lease term

· There is visibility of which laptops have been returned to the leasing partner and those which have not

End-user computing - service delivery 

· Liaises with first, second and third line support to understand emerging issues with leased laptop faults/ issues

· Works with first, second and third line support to create JIRA dashboards that report on the volume of leased laptop ‘tickets’ that are being reported at the ‘Centre’

Payments and recharging - ensuring:

· Timely information is made available to the Finance Business Partner to enable internal-recharging 

· The accuracy of leasing partner invoices payable by SCI 

*SOFTWARE (Global support)

Day to day operation of software procurement including: 
End-user support and software assignment - service delivery 

· Position yourself as specialist resource on Microsoft software and any other software vendors as relevant, and proactively update and maintain knowledge on a regular basis, 
· Provide subject-matter-expert licence support to Regional and Country Procurement Units,
· Provide customer facing quotations when required in appropriate format with any associated documentation as necessary,
· Assign subscription licenses to individual users in CoreView portal
Software procurement:
· Assist with quotation inquires, 

· Facilitate license purchase for SCI staff and Members - raise POs and process invoices
· Liaise with Finance Partner any budget cross charge activities for Members and Country Offices,
· Maintain communication with the sales teams and vendors throughout the sale cycle to ensure best possible engagement, 
Account Management:
· Provide weekly sale and payment statement, 

· Keep a schedule of licences renewal,

· Carry on day-to-day key and miscellaneous administrational tasks,

· Be responsible for delivering excellent standards in customer service


	SKILLS AND BEHAVIOURS (Values in Practice)

Accountability:

· Holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· Holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance, and applying appropriate consequences when results are not achieved

Ambition:

· Sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

· Widely shares their personal vision for Save the Children, engages and motivates others

· Future orientated, thinks strategically and on a global scale

Collaboration:

· Approachable, good listener, easy to talk to; builds and maintains effective relationships with colleagues, Members and external partners and supporters

· Values diversity and different people’s perspectives, able to work cross-culturally
Creativity:

· Develops and encourages new and innovative solutions

· Cuts away bureaucracy and encourages an entrepreneurial approach; willing to take disciplined risks.
Integrity:

· Honest, encourages openness and transparency, builds trust and confidence

· Displays consistent excellent judgement



	QUALIFICATIONS AND EXPERIENCE
· Minimum of 3 years’ relevant experience. This should include:

· experience of working with external business partners in a commercial context

· service delivery experience; delivery of service(s) to internal/ external customers
· experience within the Technology industry and good understanding of hardware  

leasing procedures and software procurement in general 
· Detailed knowledge of Microsoft software portfolio

· Good analytical skills 
· Strong networking and communication skills will be needed, as the role will require close liaison with Business key stake holders such as finance and members

· Great interpersonal skills with the ability to pass on information clearly to users 

· An extremely competent and capable administrator with outstanding organisational skills

· Fluency in written and spoken English

· Excellent attention to details with the ability to produce accurate reports
· Proficient in Word, Excel, PowerPoint, and Outlook

· Familiar with tools like Confluence, Jira and SharePoint

· Experience of solving complex issues through analysis, definition of a clear way forward

· Strong cultural awareness and ability to work well in an international environment with people from diverse backgrounds and cultures

· Strong customer service orientation that establishes a good working relationship with customers, with the attitude of wanting to assist people and pass-on their knowledge and experience to others

· Ability to multi-task in dealing with several different inquires at a time
· Ability to work under pressure, meet deadlines, monitor and follow-up on pending matters under minimum supervision
· Flexible approach to work with willingness to take on extra responsibilities outside the remit of the job description



	Additional job responsibilities

The duties and responsibilities as set out above are not exhaustive and the role holder may be required to carry out additional duties within reasonableness of their level of skills and experience.

	Equal Opportunities 

The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and Diversity policies and procedures.

	Child Safeguarding:

We need to keep children safe so our selection process, which includes rigorous background checks, reflects our commitment to the protection of children from abuse.

	Safeguarding our Staff:

The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy

	Health and Safety

The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and procedures.
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