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Volunteer 
IT Support Officer 


[image: https://lh6.googleusercontent.com/NNLW4RTlsjkVLAyNIMjcIdCIFwRDadd9mbVZcacoHGiHwcDDvICoXRaQGKJHhfofDhmwXELOOc9nB1MV9xOWT6xLKH69Oy_ruktU4bLGA2cJlq3JAybIodU99iVEyXvz96CPA672]  Role profile

	 Role:
	Volunteer IT Support Officer 

	 Reporting to:
	Office Manager, Leah Clohesy 

	[bookmark: _heading=h.k6df7gji59pr]Time Commitment:
	This is a flexible volunteer role, ideally covering around 2 x half days per week (or equivalent), with some tasks completed monthly or ad hoc. 

	 Location:
	The role can be based in the office at Barnards Yard, Saffron Walden, with some remote working available once training is completed.

	 Role purpose:
	To support the Office Manager and wider team by providing practical IT support and ensuring the smooth day-to-day operation of the organisation’s technology systems and equipment. The role will involve supporting staff and volunteer onboarding and offboarding processes, carrying out routine system and equipment checks, maintaining accurate IT records, and providing basic troubleshooting assistance to help staff and volunteers work effectively. 



Key Responsibilities 
· Support onboarding and offboarding of staff and volunteers, including setting up and removing user accounts across IT systems.
· Provide basic onsite IT troubleshooting and support for staff and volunteers.
· Carry out monthly checks of Google Workspace accounts, ensuring leavers are suspended and deleted in line with procedures.
· Support Intune management system checks, including ensuring software updates have been completed across devices.
· Carry out monthly functional checks of spare laptops and equipment.
· Maintain and update the IT equipment and computer asset register.
· Support the Office Manager with any additional IT-related tasks as required.

[image: https://lh6.googleusercontent.com/NNLW4RTlsjkVLAyNIMjcIdCIFwRDadd9mbVZcacoHGiHwcDDvICoXRaQGKJHhfofDhmwXELOOc9nB1MV9xOWT6xLKH69Oy_ruktU4bLGA2cJlq3JAybIodU99iVEyXvz96CPA672]  Person specification

Skills and Qualities 
· [bookmark: _heading=h.kpzor5lb3ca8]Enthusiasm and interest in IT systems and support.
· [bookmark: _heading=h.kpzor5lb3ca8]Willingness to learn and develop new technical skills.
· [bookmark: _heading=h.kpzor5lb3ca8]Basic understanding of Google Workspace and/or Microsoft systems.
· [bookmark: _heading=h.kpzor5lb3ca8]Good attention to detail and ability to follow processes accurately.
· [bookmark: _heading=h.kpzor5lb3ca8]Ability to work independently and manage routine tasks.
· [bookmark: _heading=h.6iqcmqxhwjbk]Good problem-solving skills and a practical approach to IT issues.
· [bookmark: _heading=h.kpzor5lb3ca8]Confident communicator, able to support non-technical users.

[bookmark: _heading=h.ebegavy1vp4z]Training and Support 
· Full training will be provided on all systems and processes.
· Clear guidance and documentation will be available for all tasks.
· Ongoing support from the Office Manager. 
[bookmark: _heading=h.fub5cpljm30r]Time Commitment
This is a flexible volunteer role, ideally covering around 2 x half days per week (or equivalent), with some tasks completed monthly or ad hoc. 


Additional Information 
This role is designed to be flexible and may be combined with other volunteer roles within the organisation, subject to time commitments. It provides an excellent opportunity to develop practical IT support experience in a real working environment.
Benefits of Volunteering 
· Gain hands-on experience in IT systems administration and support.
· Develop skills in Google Workspace, Microsoft tools, and device management.
· Build confidence in troubleshooting and supporting users.
· Learn about IT asset management and system processes.
· Gain valuable experience for future IT or technical support roles.


[image: ]  Application Process
Submit a completed volunteer application form by email together with a brief covering letter stating why you believe you are suited to the role. 

Application forms can be downloaded from www.uttlesfordca.org.uk or email recruitment@uttlesfordca.org.uk 

If you are an existing volunteer with Uttlesford Citizens Advice and are interested in taking on this role in addition to your current volunteering duties, you do not need to complete a new application form. Please email Leah Clohesy to express your interest and outline why you feel you would be suitable for the role. 

Want to chat about this role?
If you want to chat about the role further, you can contact Leah Clohesy by emailing leah.clohesy@uttlesfordca.org.uk or calling 01799 618846

www.uttlesfordca.org.uk
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