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Job Title:  Senior Information Technology Officer  

Band / Level / Grade: 8A  

Department: Information Technology 

Proposed start date: February 2019 
 

Location: Monrovia Office (with travel to field offices 

and other areas as designated) 
 

  

 

                                          Female candidates are strongly encouraged to apply 

About the IRC:   

The International Rescue Committee (IRC) is among the world’s leading nonprofit humanitarian relief and 

development organizations. Founded in 1933 at the request of Albert Einstein, the IRC’s mission is to assist 

those whose lives and livelihoods have been shattered by conflict and disaster to survive, recover and gain 

control over their lives. The organization has been at the forefront of virtually every major humanitarian 

initiative for the last 80 years.  At work today in over 40 countries and 29 U.S. cities, we restore safety, dignity 

and hope to millions who are uprooted and struggling to endure. The IRC leads the way from harm to home. 

Scope: 

The IT Department supports the organization’s work by providing reliable and scalable applications and 

infrastructure of the IRC’s offices in the US and around the world, including many technologically challenging 

locations. An integral component of this effort is ensuring that country programs have the capacity to 

implement and support these IT initiatives effectively across the country offices and in the field sites. 

Reporting to the IT Manager, the Senior IT Officer will provide desktop support services to end users, run  

basic networking and system administration services (e.g., installation and configuration ofcomputers,mobile 

devices, configuration, printers and other computer peripherals) and local domain user account management. 

A key aspect of this role is ensuring that all technology implementation in-country conforms to the IRC’s 

global IT policies and procedures; this will require working closely with the Country IT Manager and Regional 

ICT Director.  

Major Responsibilities:  

 Provide  professional IT support to the Liberia country program office  

 Install, configure and maintain computer hardware, software, systems, and peripherals (e.g., 

networks, printers, scanners, etc.) for all staff  

 Respond in a timely manner to service issues and requests using the IRC Service Now platform 

 Work in collaboration with the Country IT Manager and Regional ICT Director to ensure that end 

user computers are configured with the IRC standard operating system and applications. 

 Work with the Country IT Manager to ensure that all users are connected to the local area network 

(LAN) and have consistent internet access. 

 Work with the supply chain team to support asset management, ensuring that computers are assigned 

to users and decommissioned or disposed following the IRC’s standard operating procedures 

 Maintain up-to-date IT asset lists and related documentation. 

 Add, update, and remove user accounts in the Active Directory based on staff movement 

 Observe and uphold the IRC IT Acceptable Use Policy. 

 Act as the IT focal point for the roll out of specific tasks as requested by the Country and/or Regional 

IT leads.  

 Perform other duties as directed by the Senior Management Team and IT Manager. 
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Key Working Relationships:  

 

Position Reports to:  IT Manager 

Position directly supervises: N/A 

Other internal and/or external contacts: 

Internal: CD, DDO and DDP, others are Programs Coordinators, Finance Controller and HR & 

Supply Chain Coordinators as well as Regional ICT Director 

External: Vendors and Consultants   

 

Job Requirements:  

Education and credentials:  

 Diploma in Computer Engineering and/or equivalent in relevant field required 

 A+ or similar certifications preferred 

 

Technical Skills & Experience:  

 At least 5 years’ experience in IT Service Management   

 Demonstrated experience supporting industry standard IT infrastructure and applications 

 Strong troubleshooting skills 

 Experience in desktop and laptop installation and maintenance 

 Good knowledge of Microsoft Operating systems and Applications suite installation and troubleshooting  

 User accounts management 

 Strong technical writing and documentation skills 

 

Soft Skills and Competencies: 

 Ability to work harmoniously with other staff members in diverse cultural contexts 

 Strong problem-solving skills 

 Ability to prioritize, delegate, and meet deadlines in a   

 Effective verbal communication and report-writing skills 

 Client and service-centered approach 

 Ability to carry out instructions and meet deadlines in a high-pressure environment  

 Proven sense of professional discretion, integrity, and ability to problem solve and manage situations 

diplomatically. 
 

Language Skills: Excellent English skills (verbal, written, active listening) required  

 

Standard for professional Conduct: IRC Way  
The IRC and IRC workers must adhere to the values and principles outlined in IRC Way – Standards for 

Professional Conduct. These are Integrity, Service, and Accountability. In accordance with these values, 

the IRC operates and enforces policies on Beneficiary Protection from Exploitation and Abuse, Child 

Safeguarding, Anti Workplace Harassment, Fiscal Integrity, and Anti-Retaliation.  

To apply:  e-mail your CV and covering letter to IRCliberia.Recruitment@rescue.org OR addressed hard 

copy to: The HR/Admin Manager, International Rescue Committee,  11th & 12th Streets, Russell Avenue, 

Sinkor, Monrovia, Liberia or forward Application to IRC’s nearest offices in Lofa, Bong, Sanniquellie and 

Clearly Label the envelope (Application: Senior IT Officer) 

 Deadline for Submission of Application is January 29, 2019 at 4:00 PM  

 


