	JOB DESCRIPTION - IT Support Administrator in STS

	1. Name of the Institution:
	Ministry of Agriculture, Forestry

and Rural Development-ADA

	2. Position:
	IT Support Administrator in STS

	3. Functional Category:
	Professional level

	4. Grade: 
	8

	5.  Department - Directorate:
	DITR - ADA

	6. Division / Unit:
	/

	7. Reports to:
(title and rank of direct supervisor)
	DITR

	8. Location:
(the place where the tasks are performed)
	Prishtine

	9.  Scope of work : (brief description of the purpose of the position and what this position should achieve) 

- 
Users administration on the level of applications;

-
Mail, document database and portfolio administration;

-
Network Users administration;

-
Management of the user's accounts,

-
Initiation and implementation of improvements,

-
Taking care of the documents from the field and

-
Provides technical assistance to the junior civil servants in the Sector and to users

-
Backup

	10. Main tasks: (short description of the main tasks listed by importance)
1. Users administration on the level of applications

2. Mail, document database and portfolio administration
3. Network Users administration
4. Backup

5. Initiation and implementation of improvements
6. Help Desk Administration/ Information security incidents
7. Provides technical assistance to the junior civil servants in the Sector and to users 

	11.  Requirements (qualifications, experiences and other skills and abilities required for this job)
Mandatory requirements
· University Degree: degree in the field of IT, technical-technological science, Computer Science;

· Work experience: 4 years of relevant professional experience in relevant field;

General requirements

· Deep knowledge of IT, internet networks, users administrations, backups, GIS;

· Computer literate and the ability to effectively use: Windows, Word, Excel, Access, and other Microsoft Office programs;

· Flexibility and ability to handle new situations;

· Good Knowledge of English.




