
 
 

Senior I.T. Administrator/Technician 
Job Description 

Role Summary Using training, experience and initiative to constantly improve IT provision to 
support the teaching, learning and administrative functions of the college. 

Main Accountabilities Overall Responsibilities 

 Providing support and technical solutions for all systems within the 
college, including networks (wired and wireless), email services, desktop 
and laptop computers; 

 Installation, configuration and maintenance of Window-based servers, 
desktop and laptop computers; 

 Ensuring continuous and effective internet access; 
 Implementing and maintaining a time-stamped open help desk system for 

recording requests and indicating response by technical staff; 
 Manage the school website, including revising content, design and 

structure as requested; 
 Providing support for IT aspects of all daily operations and special events; 
 Supporting the use of educational software by teachers by, for example, 

training teaching staff in the use of digital media and other related areas; 
 Maintaining the school student information management systems (of 

various platforms) and liaising with the providing company; 
 Advising on technology initiatives, both in terms of cost and suitability; 
 Maintaining the IT inventory, performing annual stocktaking and 

contributing to budget requests. 

Specific Responsibilities in Association with Other IT Technician(s) 

 Monitoring, operating and maintaining the entire college network and 
associated devices, such as the servers and switches; 

 Conducting routine data and system backup; 
 Maintaining and repairing all college IT computing equipment; 
 Facilitating and maintaining network and fileserver access for college 

machines; 
 Keeping track of all licensed software and making regular renewals; 
 Maintaining all IT documents and updating the filing system; 
 Maintain and Provide Support for the Easypay Payroll System and other 

eLearning platforms; 
 Carrying out annual stocktaking and maintaining the inventory of all IT 

equipment; 
 Preparing quotes and purchasing IT equipment for the college; 
 Sourcing and purchasing IT consumables for the college; 
 Promote the awareness of UWC movement as a while in the media and 

general public. 
Any Other Duties - Perform any other duties as assigned by the Director of 
Studies or his delegate. 
 

Typical reporting 
relationship 

Director of Studies 

Development / 
Training to support 
role competencies 

Development activities 

To be negotiated as part of the performance management process. 

Relevant courses 

To be negotiated as part of the performance management plan. 

Notes: Working Hours (39 hours per week) 

To be flexible as to suit the needs of the College. 



 

 
 

Senior I.T. Administrator/Technician 
Job Specification 

Minimum typical 
education 

Graduate 

Minimum typical 
experience 

 At least 5 years’ relevant experience in I.T. management or 
administration. 

 Experience and enthusiasm for innovative technology development. 

Core Professional / 
Technical 
competencies required 

Ability to make decisions, use initiative and take responsibility for tasks. 

Ability to work cooperatively in a team and take responsibility for individual 
projects. 

Ability to use a range of ICT programmes. 

Ability to effectively communicate in both English and Chinese. 

Share the vision and values of the UWC movement. 

Experience in leading a team, preferable. 

Some understanding of the educational environment. 

Core Soft / 
Transferable 
Competencies required 

 Engaging and confident personality. 
 Positive can-do attitude. 
 Ability to network and influence at the highest level. 
 Able to handle sensitive and confidential information tactfully and with 

integrity. 
 Results driven and delivery focused. 
 Excellent time management, organizational and prioritization skills with 

the ability to juggle a wide range of competing demands and deliver to 
deadlines. 

  

 


