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  VACANCY ANNOUNCEMENT –No 02-HR/2017 

                     (INTERNAL/EXTERNAL) 

   (Female candidates are encouraged to apply) 

 
The World Food Programme (WFP) is looking for a qualified and dynamic individual to fill 
the following position in the following post. 

Job Title : Information Technology (IT) Operations Assistant 

Grade                : G5 
Duty station : Harper 
No. Of Post : One (1) 
Closing date : 24th February 2017 
 
==================================================================== 
Under the overall supervision of the IT Officer and direct supervision of the Head of Sub-Office, 
the IT Operations Assistant will perform the following duties: 

At this level job holder is expected to take responsibility for completion of a range of processes 
and activities requiring interpretation of standard guidelines/practices. Job holder is able to 
recommend a course of action to staff at various levels and may allocate tasks to other staff.. 
 
JOB PURPOSE: To deliver high quality technical support, system and data maintenance across a 
range of areas, in order to contribute to the effective delivery of IT services. 
 
Responsibilities : 
  
1.Carry out system maintenance tasks, such as performing monitoring tasks, running system 
diagnostics, and system optimisation, to ensure they are running effectively and enable easy 
and efficient use. 
2. Maintain technology, including standard repairs, configuration, and storage, in accordance with 
data security and access controls to ensure IT equipment required for WFP staff is available. 
3. Prepare files and systems for inventory and archives, such as website content and directories, 
to ensure information is accurate and up-to-date. 
4. Allocate tasks to other colleagues, ensuring that tasks are delivered to agreed standards and 
deadlines, to support the effective delivery of services. 
5. Respond to a variety of queries about technology and systems in order to assist WFP staff to 
deliver their services. 
6. With support of senior colleagues, provide standard training to end users of technology and 
systems to ensure staff use standard technology and systems effectively. 
7. Perform routine deployments of server hardware and software, including testing and the 
identification of problems, to contribute to the effective functioning of technology. 
8. Responsible for maintaining information records such as updating web pages and statistical 
databases to ensure the information is current and well organised. 
9. Install, operate and maintain telecommunications systems and equipment, to ensure optimal 
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services in compliance with standard operations procedures. 
10. Support the development of standard material such as training documentation and web 
content on behalf of senior officers, to ensure staff have access to required information about IT 
services and products. 
 

FUNCTIONAL CAPABILITIES: 
Governance, Strategy and Architecture; 

 Demonstrates awareness of overall IT governance structure and system 
architecture development to support the process and assist in design of 
interaction between systems. 

Technical Expertise; 
 Continuously updates one’s own knowledge about new technologies and product 

modifications; Is sought out for advice/expertise and recognized internally as an 
important technical reference. 

Service Management; 
 Understands and follows the established standards and protocols for service 

excellence within own domain to maintain quality of delivery and high levels of 
customer satisfaction. 

Client Management; 
 Exhibits a detailed understanding of customers’ IT requests in order to effectively 

address and manage internal customers ‘needs. Identifies recurrent issues to 
propose long-term solutions. 

 
DESIREABLE EXPERIENCE: 
 

  Has experience resolving more complex technical issues. 
  Has worked with head of units in defining requirements for functional area. 
  Has experience with the application of client services standards to resolve or escalate 

clients’  service problems. 
 

Standard Mininum Academics Qualifications: 
 
Education:  Completion of secondary school education. A post-secondary certificate in the related 

functional area. University Degree or Microsoft Solutions Certificate in Windows Server is desirable. 

 
Language: Fluency in both oral and written communication in the Enghlish language. 
 
Applicants should submit a detailed CV and covering letter in a sealed envelope. Please 
indicate title of post on the envelope and also within the application.   
 
Please address your application to: 
The Representative and Country Director  
(Attention Human Resources Focal Point) 
United Nations World Food Programme 
Sekou Toure Avenue,  
Mamba Point, Monrovia 
 
Applicants will be contacted only if they are under serious consideration. 


