[image: Icon

Description automatically generated]Intermediate Network Administrator 

MASH Trust is an innovative provider of health and disability support services in the lower
North Island based in Palmerston North, supporting over 2000 people and whanau


	REPORTS TO
	Senior Network Lead / IT&S Manager (TBC)

	DIRECT REPORTS
	Nil

	DELIVERY AREA
	IT&S

	DELEGATIONS
	Nil 


	HOURS OF WORK
	80 Hours per fortnight
It should be noted that from time to time the role may require, that extended hours may need to be worked for a period, at short notice, which may run over consecutive days. In the event of such circumstances occurring, arrangements will be agreed upon conclusion for an equivalent period of ‘time off’ to be taken.


	LOCATION
	180 Cuba Street Palmerston North (or travel to other locations as required) 

	ENABLING SERVICES GROUP PURPOSE
	Enabling Services enables and supports service delivery for the whole organisation. It comprises Corporates Services and the Office of the Chief Executive. 

The IT&S team reports to the Executive Director: Corporate Services who is a key member of the MASH Executive Leadership Team.  

IT&S partners with other business units in Enabling Services to embed strategic programs into MASH’s business-as-usual activities. It also works with leaders in the Programmes Group to support the delivery of frontline strategic goals.

We want MASH to be efficient and effective. Above all we want to deliver our work within a positive, supportive and collegial culture.  

By leading for the future, living the MASH values, delivering excellent support and being connected with stakeholders, this role will contribute to the continued growth of MASH’s reputation and influence. In this way the Group provides oversight and support to organisational change processes.
 


	ROLE PURPOSE
	The Intermediate Network Administrator plays a key part in maintaining and optimising network systems & devices, IT&S infrastructure and contributing to the smooth functioning of MASH Trust IT&S operations.

The role will provide focussed support and guidance, in an enabling manner, to managers and staff.






MASH TRUST MISSION
Working together to achieve great lives

OUR VALUES
Relationships		Build open relationships based on honesty and respect
Communication	Communicate with an open mind and heart
Mana			Recognise and promote the mana and strengths of the individual
Opportunities		Take opportunities to learn and grow together
Believe			Believe that together we will make a difference
Fun			Make fun a goal

KEY RELATIONSHIPS

Internal:
· IT&S Manager, Executive Director Corporate Services and Transformation
· IT&S Team Members
· Senior Leadership team & Executive Leadership Team
· Other MASH managers and staff

External:
· Hardware, Software & Technology vendors
· Contractors, Suppliers and other stakeholders supporting service delivery
· Health sector organisations

KEY RESULT AREAS

	KEY
RESPONSIBILITIES
	SUMMARY OF 
OUTCOMES

	IT&S Services 
The Intermediate Network Administrator plays a key part in maintaining and optimising network systems & devices, IT&S infrastructure and contributing to the smooth functioning of MASH Trust IT&S operations.

	· Hardware & Device – Management & Support
· Deploying and configuring of networks & devices
· Maintaining system integrity and security
· Improving system performance
· Developing back-end network architecture
· Conducting data backups
· System(s) Administration

	Case Management & Reporting
	Assist, where required, with the taking of appropriate action for IT&S Help Desk support requests, preparation of timely and accurate reports and guidance documents for managers and staff.


	Relationship Management 

	Build collaborative, enabling and constructive relationships across the organisation to enhance ways of working and facilitate service delivery.





	Health & Safety


	For self 
· Work safely and take responsibility for keeping self and colleagues free from harm
· Report all incidents and hazards promptly
· Know what to do in the event of an emergency
· cooperate in implementing return to work plans




Required competencies.
A successful Intermediate Network Administrator at MASH Trust will demonstrate the following competencies:
	Competency
	Behaviour

	Process Management
	· Good at figuring out the processes necessary to get things done
· Knows how to organize people and activities
· Understands how to separate and combine tasks into efficient workflow
· Knows what to measure and how to measure it
· Can see opportunities for synergy and integration 
· Can simplify complex processes
· Gets more out of fewer resources.


	Written & Verbal Communication
	· Able to communicate clearly and fully, yet succinctly, in a variety of communication settings and styles, and to a variety of audiences
· Can get messages across that have the desired effect.
· Presents the message clearly / concisely and without ambiguity.
· Considers visual presentation and layout with written communication.


	Priority setting
	· Spends time on what is important.
· Can quickly sense what will help or hinder in accomplishing a goal.
· Eliminates roadblocks and creates focus.


	Problem-solving
	· Uses common sense, logic, and analysis to identify the core issue causing the problem.
· Probes all possible sources to identify a solution, looking beyond the obvious and not stopping at the first possible solution.
· Uses all information gathered to identify the best solution to solve the problem, consulting with others as required but owning the problem until resolved.


	Quality decisions
	· Makes good decisions based upon a mixture of analysis, wisdom, experience, and judgement.
· Sought out by others for advice and solutions.


	Quality of work output
	· Delivers quality work to the highest (or better) standard expected.
· Work produced is almost error free with little need for work to be re done.


	Working autonomously
	· In most situations is able to perform to expected standards with little support / guidance but seeks assistance and peer review when required.
· An independent, self-starter.
· Anticipates work to be done without having to be told. The work identified is the right work and is completed in the correct way.
· Resilience when faced with obstacles.




EXPERIENCE/QUALIFICATIONS

Knowledge and understanding of / empathy for the people we support
Current, Full NZ Drivers Licence
Relevant tertiary qualification (Information Technology) is desirable	


 Job Specific Knowledge and Skills:  

· Experience with and understanding of:
· SDWAN & WiFi Networks and network devices – routers, switches, hubs, patch-panels, nodes etc
· Configuring TCP/IP sub-netting and troubleshooting internet connectivity
· Microsoft Office 365, Azure, Windows, InTune, AnyDesk, Halo, Sharepoint & Teams
· Connection device management & setup – laptops, tablets, monitors, phones 
· Android operating systems and phones
· ERP systems and their administration
· Multi-Function devices and their administration
· Stock control of hardware and devices 

Other requirements: 
· Customer-focused enabling approach
· Ability to work under pressure
· Drives vision, values and purpose
· Experience in networking and engaging with a variety of stakeholders
· Strong communication skills
· Strong organisational skills and time management
· Proven problem-solving ability
· Builds strong customer centric solutions
· Flexibility – hours and working locations as needed   
· Report writing skills	
· Understanding of systems and processes	
· Ability to manage difficult conversations	
· Working in an agile and flexible manner
· An understanding of cultural issues, tikanga and te Tiriti o Waitangi and its implications for MASH
· Knowledge and understanding of the needs of people with disabilities and an empathy for the communities in which MASH operates	

AUTHORISATION AND ACKNOWLEDGEMENT

[bookmark: The_information_contained_in_this_positi]The information contained in this position description is intended to describe the nature and level of work to be performed. This is not considered an exhaustive list of all the responsibilities, duties or skills required in the role.

This position description may be subject to change from time to time. Any such significant reorganisation of duties shall be the subject of discussion with the position incumbent.

Signing this position description indicates agreement and acceptance of the contents and conditions.
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