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POSITION DESCRIPTION 

IDENTIFICATION 

Position Title: _IT Laboratory 

Assistant 

Section:_Regional Campuses 

Location:Lautoka 

Current Incumbent:_vacant 

Reports To:_ Campus_Director 

ORGANIZATION CONTEXT 

SCHOOLS 

SPACE 

ASSISTANTUCTURER 
EOUCATIOH: LAlESH 

SHAAMA 

TEACHING ASSIST AUTS 
0 x 2: YA1lM£1N U 

MlDUYEUV 

TEACHING A.SSISTAUT 
UU114; \'OGEETA D�\'1 

CFL 

Sl.5: SHALESHNI 

Prasad 

PTAf£ 

COORDINATOR 
SAUGEETA RAM 

FullTlme 

Facilitators: 

Mohammed 

Shakeel 

Motufaga Wise 

Elenoa Mataitoga 

Saleni Ranee 

Rajni Narayan 
Krishneel Maharaj 

AdminOfficer 

lautoka: Nlshant 

Reddy 

Admin Officer Nadi: 

Amitesh Reddy 

Marketing Officer: 

Vishal Parkas 

Position Number: HCH007 

Department: Lautoka 

Category: l&J - G2 

Date of substantive appointment: 

Supervised by: Campus Director 

STUOEflT OFFICER 1: 
ARTIARCHAUA 

sruomr OFFICER 2 

ViAOt 

SANNER 

ESJTAOAU 

EXAM 

CAMPUS DIRECTOR: Or 
Pr;imlla O!vi 

------, SECRETARYTERESAAU

Financ:eOlftcer: LIBRARY ASSISTANTS1 
Stuhriya Shain K�r ;ind 

Sh,m'lei!r;t RohiN� 

CASHIER: 
temp.Rotiini 

kumar 

DESPATCH: 
l.'�nda 

Kutn.!r 

CA- RECORDS: 
Shu1il Slurnu 

SECURITIES 

CLEANERS 

(<Msourctd) 

USER AS.SiSTAIIT 
(REGIOtW.): Timod 

Saw 

IT SUPPORT 
ASSISTAUT 

[Viant) 

ITIAB 

MSISTAJIT: 
ti!mp. 

Pr1ne.sh 

Govndar 

SlllOENT 

INTERNS 

eusP 
THE UNIVERSITY OF THE 

SOUTH PACIFIC 

Cct COORDINATOR: 
Amite.sh Kumar 

CUSTOMER 
RELATIOHS 

OfFt<ER-CC£ 
Vacant 

TRA/llERS 

CUSTOMERRELATIONS 1-l---------- --·1------t 
OffKER:TUUA 
OROOROlAGI 

PURPOSE 

This section describes the overall purpose of the job and the overall significance of the job 
from the organization's point of view. Answers the following questions: 

• what part of the organization's pwpose is accomplished by this job?

To assist with all IT related works for campus 

• what tvould not get done if this job did not exist?
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Student & St riff services 

• why do we need this job at all?

eusP 
THE UNIVERSITY Of THE 

SOUTH PACIFIC 

This is a key position of the campus to assist with maintenance of all IT equipment, updating

software 011 PC's mu/ ensuring all computers are working.

NATURE AND SCOPE 

This section describes the context in which the incumbent is expected to operate describing 
the ·working relationships ·with both internal and external contacts. A description of the 
working environment and expected pressures the incumbent will encounter as well as the 

types of competencies he/she must have to petform the responsibilities of the position 

successfully. 

POSITION DIMENSIONS 

Give details of staff and total level of costs within the organization under the position's overall control. 

Staff Responsible for: 

Directly:_Director Indirectly:_ 

Total Level of Costs: ____ _ 

Limits of Authority:Financial: $ __ Non-Financial: 

2 
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eusP 
THE UNIVERSITY OF THE 

SOUTH PAC.IFIC 

Key Relationships /Intemal and Extemal Contacts: 

Lists the key inter-relationships that is necessmy for effective pe1formance in the job. Also describe 
the nature of contact most typically expected with those key working relationships 

External Purpose of contact 
• Students . Customer services 
. General Public . Ensuring that all PC's are updated and always maintained 
• • General IT services 

Internal Purpose of contact 
. staff • Customer Services

• IT services

KEY RESULT AREAS/ KEY ACHIEVEMENT AREAS 

Aim: KRAs to have a logical heading. KRAs: 4 - 6. in total Kev tasks: 4-5 tasks per KRA. Performance 
Measures: Identify the pe1formance standards for someone doing the job at the 100% level. Use both 
quantitative and qualitative measures, Measures the KRA as a whole, not eve1J1 task. Maximum 3 measures for 
each KRA Include KRAfor Co,porate Responsibilities which is generic to all positions 

Key Result Areas Jobholder is responsible for Performance Measures Jobholder is s11ccessf11I ll'hen

• Support for students and staff • Assist with proper sut,port to all students
and teaching staff at autoka Campus 

• Assist with su�ftt for all equipment in
the computer a s 

• Continuous monitoring of services for
students and staff from printing, internet,
email and class shares.

• Attend to any student or staff queries
• Monitor service time for logging of

incidents and �roblems 
• Ensure all stu ents abide by rules and

regulations for use of Computer labs.
• Support student registration during

enrolment
• Preparing computers for registration for

specific purposes
• Prepare all computer labs for semester;

ensuring all computers and projectors are
working: for semester.

2. KRA

• Desktop & Network Support • Ensure that network equipment is
working

• Ensure all computer faults are identified
and reported.

• Ensure all faults are accorded
troubleshooting measures and monitored
for progress

• Re-mstallation of repaired computers and
printers are tested before returnmg them
to the computer labs

• l\eimage computers when new image

. 

�iven
rovide routine maintenance on the 

computers during semester break 
• Install requested applications on

comr1ters or laptops as requested by
teac 1ing staff 

3 
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3. KRA

• Student Interns

• Projects

Key Result Areas Jobholder is responsible for 

4. KRA
• Any other duties

TERMS & CONDITIONS 

Salary: Grade 2- $17,273.77 to 28,949.67 

Length of Contract: 3 years 

Gratuity and Allowances: �N�/�A�-- -

Other Benefits: USP Medical Insurance 

POSITION SPECIFICATION 

Qualifications or e uivalent level of learnin ) 

eusP 
THE UNIVERSITY Or THE 

SOUTH PACIFIC 

• Support and supervise Student IT interns
during their internship program including
training them.

• Assist IT services projects that may be
required at Campus

Performance Measures Jobholder is successful 
when 

• Will be rostered to work shift hours and
on Saturdays

• Perform any other duties as required by
ICT User Assistant or ITS management

Essential Desirable 
• omp et1on o or re evant cert1 1cate; or Diploma in IT with relevant experience • Completion of Year 12 secondary school
studies with relevant work experience; or 
• Relevant experience with combination of
relevant experience and education/ training

erience 
Essential Desirable 

ro 1c1ent 111 computer s I s 111c u 111g • 
Office and internet aQplications. 

•

• 

Applicants are to be familiar with Microsoft
desl<toP, applications, Networking, Microsoft
Office Smte, Microsoft Operating Systems and
Audio-Visual technology
Excellent written and verbal communication
skills across phone, email, and face-to-face
interactions with the clients.
Applicants should have excellent problem­
solving skills; can work under pressure; and
have a positive attitude to teamwork

Key Skills /Attributes/ Job Specific Competencies 

The following levels would typically be expected/04- the 100%/ully effective level:
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THE UNIVERSITY Of THE 

SOUTH PACIFIC 

Expert level Applicants are to be able to understand the core concepts of computing in a lab 
environment that include computer lab monitoring and support, replication of 
large number of computers, group policy implementation and working with a 
large group of users 

Advanced level Commu111cat1on Sktlls - must have excellent oral, written, and presentation
communication skills 
Interpersonal Skills - must have pleasant and engaging personality conducive to 
relationship building and customer service skills 

Working level Will be able to work with students and staff of all levels professionally 
A,11areness level Ability to perform additional assigned duties, support campus IT operations, and 

work rostered shifts, including weekends when required. 

APPROVAL 

Supervisor name: Dr. Pram� Revi 
1

Supervisor's Signature: � Date: 

Staff Name: Staff lD: 

Staff Signature: Date: 
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