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SPELTHORNE

BOROUGH COUNCIL





Information pack for the post of 
Infrastructure Analyst
Job reference number 1193
Closing date: Friday 3 May 2024 (noon)
Interview date: Week commencing 13 May 2024
Guidance on completing the application form.  
Please ensure all sections of the application form are complete.
Before filling in your application form, please read the job description carefully. This outlines the duties to be performed, the person specification will outline the skills, abilities and qualifications required of the postholder. You will need to demonstrate that you meet the requirements of the job description, (or at least have the potential to do so), in order to be shortlisted for an interview.
Please note, when copying and pasting text into the online application form the formatting may change, so please check before submitting.
Disclosure and Barring Service (DBS)

Some posts may be subject to a basic or an enhanced DBS check. This will be stated in the advertisement, Job Description or Person Specification.  Further information about this check can be obtained from the following website: www.gov.uk/disclosure-barring-service-check
Politically Restricted Post 

Some posts may be politically restricted which means Under the Local Government and Housing Act 1989 some posts will be disqualified from being a Councillor, Member of Parliament or Member of the European Parliament. The regulations restrict you from undertaking:
Candidature for election

Holding office in a political party

Canvassing at elections

Speaking or writing publicly on matters of party political controversy.

Additional Clearance

Some posts may at any time be required to undertake additional clearance or checks.  

These may be required in order to comply with a request from a Government body or as a result of a statutory requirement and may include some form of criminal record check.

Referees

References must cover the last 3 years together with a reasonable account of any significant periods (6 months or more) of time spent abroad. 

Ensure that the names of referees that you supply relate to people who you know in a professional capacity. Ideally, at least one referee should be your current manager or college tutor. Previous managers or tutors can also be named, but where possible, you should avoid providing names of colleagues or friends as referees.

Your referees will be asked to supply information regarding your professional and technical ability, your character and personality, and your timekeeping and reliability. They will also be asked for information regarding your general health and absences on the grounds of sickness over the last two years.

Evidence of information provided in your application form

Successful candidates will be required to provide documentary evidence of the qualifications required to do the job. We reserve the right to verify any information given on the application form and failure to provide such evidence will result in the offer being withdrawn or in dismissal.

Equality and diversity

Spelthorne Borough Council is committed to equality of opportunity for all in relation to the services and functions it carries out and in the employment practices it follows. As a responsible employer, the Council will conduct its affairs in a manner which will not unlawfully and unjustifiably cause disadvantage to any employee or job applicant on the following grounds: age, disability, sex, gender reassignment, pregnancy and maternity, race, sexual orientation, religion or belief or marriage and civil partnership.
As users of the disability confident scheme, we guarantee to interview all disabled applicants who meet the minimum criteria for the vacancy.

Complaints about equality and race equality issues will be dealt with promptly and seriously. Please refer to our website for further information.
Eligibility to work in the UK

The Asylum and Immigration Act makes it a criminal offence for employers to recruit staff who are not entitled to work in the UK. Therefore any offer of employment will be subject to the provision of documentary evidence to demonstrate that the successful candidate is entitled to work in the UK.

What happens after I submit in my application?
The shortlisting panel will look at your application form after the closing date to see how well your skills, experience and knowledge meet the requirements of the job set out in the person specification.  Candidates who are shortlisted for interview will be advised of the arrangements.  
Telephone 01784 4464263 or e-mail recruitment@spelthorne.gov.uk with any queries.

You are also able to apply online using www.surreyjobs.info
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Advert
Infrastructure Analyst
Salary £26,929 - £36,282 pa

Spelthorne Borough Council’s ICT Department is a busy and dynamic place to work. 

We are looking for an Infrastructure Analyst to hit the ground running as part of a busy helpdesk team that supports 400 users over a number of sites, taking in excess of 450 helpdesk calls a month.  Experience is required but on-the-job training and formal training will be part of the deal. 

You will need to have worked in a similar environment for at least a year and have a basic understanding of first and second line ICT support.  You must be able to work as part of a team, with a wide variety of customers all with differing needs. Excellent communication skills will be required as you will be working across the whole organisation. 

This role is office based five days a week.

Please note as part of the employment checks this post will subject to a basic Disclosure & Barring Service (DBS) check.

Closing date:  Friday 3 May 2024 (noon)

Interview: Week commencing 13 May 2024
For full information and to apply online, go to www.surreyjobs.info or www.spelthorne.gov.uk/jobs alternatively, please contact Recruitment Services on (01784 444263 (24hr answer phone) quoting reference number 1193
Unfortunately, we are unable to reply to all candidates.  If we have not contacted, you within 3 weeks of the closing date then your application has been unsuccessful.

All shortlisted applicants will be contacted via email after the closing date. CVs can only be accepted in support of a completed application form.

Working towards equal opportunities
Strictly No Agencies

Job Description

	Date Prepared:


	April 2024

	Post Title:  

	Infrastructure Analyst

	Post Number:
	4221
	Grade:4/6
	

	
	
	
	

	Directorate: 


	Sandy Muirhead Group Head Commissioning and Transformation

	Section Head:


	Alistair Corkish Head of ICT

	Report To:
	Jak Chauhan Technical Support Manager

	
	

	General Duties:

	First Line support - You will be the first line of customer contact for all customer enquiries.

Monitor and provide service responses to incidents, problems and changes logged using the helpdesk system.
Shared responsibilities for Active Directory, Creating new starters and Leavers, Office 365 Management, Microsoft Teams for Business, Microsoft Intune deployment of computers and Mobile phones. 
Managing Helpdesk System.

Maintain the business infrastructure.

Create and update documentation.

Keeping track of Assets.

Creating Purchase Orders.

Trouble shooting end user remote connection issues.

Office Moves.

	General Responsibilities:
	Windows Client (Windows 11) Installation configuration and troubleshooting.

Basic Networking skills – Ethernet, Switches, Network patch management.
Active Directory, New Starters and Leavers,

DHCP, Print Queue.
Microsoft O365 deployment and Management.

Monitor and Facilities Helpdesk emails and logging jobs.
Manage and Prioritise workload in a busy support environment.
Full Clean driving license.





Particular duties and responsibilities:

1. To undertake helpdesk duties as dictated by the duty rota, take and log helpdesk calls on behalf of the whole team and resolve them where possible.

2. Diagnose and resolve helpdesk incidents and/or change controls for all users at Spelthorne Sites to agreed timescales.

3. Support, maintenance and administration of the Spiceworks helpdesk system

4. Manage the council’s primary telephone system Microsoft Teams.
5. Provide support to third party suppliers requiring access to systems, applications and physical servers.

6. Resolve hardware faults and supply consumables where required.

7. Production and review of documentation and guides

8. Install hardware and software as required.
9. Use Active Directory to setup new starters and leavers.
10. Maintain the asset register with new installations, moves and changes.
11. Office 365 management and deployment.
12. To help with the audio visual facilities within the offices and possibly at external events.

13. Assist with technical enquiries and resolve any issues via telephone and email in a timely manner and provide technically accurate solutions to customers.
14. Provide technical support on software, hardware and communications issues to users, liaising with colleagues, as appropriate, to ensure a high level of support.
15. Provide an effective interface between customers and service providers, including documenting problems, progress checking, and ensuring all diagnostic information is provided for error resolution and incident analysis
16. Participate in the research and development of new innovations in software and hardware and make recommendations as to their use 
17.  Carry out such other duties as may be required by your Group Head/Deputy Chief Executive appropriate to your skills and to a level of responsibility not exceeding the grade on which you are appointed.  In accordance with the Equality Act any reasonable adjustments will be made to overcome any factor which puts a disabled employee or applicant at a disadvantage
Equal Opportunities:
The Council is committed to achieving equality of opportunity and expects all employees to implement and promote its policies in all areas of their work including attending training as appropriate.
GDPR:
The council is committed to the principle of confidentiality and the requirements of the Data Protection Act and expects all employees to implement and promote its policies in all areas of their work including attending training as appropriate.

Health and Safety:

The Council is committed to providing a healthy and safe working environment and expects all employees to implement and promote policies in all areas of their work including attending training as appropriate.

Person Specification

	Post: Infrastructure Analyst

	Post number:  4221

	Key job requirements
	Desirable/

essential
	Testing mechanism

	1. Skills
	
	
	

	Ability to work as part of a team
	Essential
	Interview

	Understand the need for Customer Service
	Essential
	Interview

	Ability to troubleshoot problems
	Essential
	Interview

	Ability to work to deadlines
	Essential
	Interview

	Ability to communicate effectively
	Essential
	Interview



	2. Experience
	
	
	

	Team working
	Essential
	Interview

	Communication
	Essential
	Interview

	Customer Service
	Essential
	Interview

	Helpdesk / technical environment 
	Essential
	Interview

	VMWare


	Desired
	Interview

	3. Knowledge
	
	
	

	Windows operating system (server and desktop)
	Essential
	Interview

	Office 365 suite
	Essential
	Interview

	Active Directory, New Starters and Leavers 
	Essential
	Application

	Networking

DHCP  

Virtualisation technologies (Server, Desktop and Application)
	Desired

Desired

Desired
	Application

Application

Application

	TCP/IP protocols and configuration.


	Desired
	Application

	4. Qualifications
	
	
	

	MS qualifications
	Desired
	Application

	ECDL
	Desired
	Application

	O365 suite
	Desired
	Application

	
	
	

	
	
	

	5. Personal Qualities
	
	
	

	Reliability
	Essential
	Interview

	Ability to adapt to change
	Essential
	Interview

	Keen to learn and develop skills
	Essential
	Interview

	Motivated
	Essential
	Interview

	
	
	


