VACANCY ANNOUNCEMENT

AN INTERNATIONAL ORGANIZATION INVITES APPLICATIONS FOR A POSITION OF COMPUTER MANAGEMENT ASSISTANT.  S/HE WILL BE RESPONSIBLE FOR PROVIDING TECHNICAL SUPPORT TO A LARGE USER BASE IN A WINDOWS 2000 SERVER BASED LAN ENVIRONMENT.  THIS INCLUDES FIRST LINE OF SUPPORT TO USERS ON WINDOWS DESKTOP OS AND MICROSOFT WORD, EXCEL, POWER POINT, OUTLOOK, ACCESS, ANTI-VIRUS AND INTERNET.  S/HE PROVIDES SYSTEMS HARDWARE SUPPORT TO USERS ON ALL OFFICES WITH REGARD TO TROUBLESHOOTING, RELOCATION OF PCS AND PERIPHERALS, MANAGEMENT AND MAINTENANCE OF LAN, CABLING AND ACCESSORIES.  S/HE PERFORMS ROUTINE TASKS ON LAN ADMINISTRATION SUCH AS: ADDING NEW USERS, MAINTAINING DISK DIRECTORIES FOR USERS, MANAGING PROFILES AND PRINTER ALLOCATION, PRINT QUEUES, ETC.  S/HE IMPLEMENTS AND MAINTAINS BACKUP PLANS AND LOGS OF TAPES/DISK LIBRARIES.  S/HE DEVELOPS AND PREPARES TRAINING MATERIALS AND PROVIDES SOFTWARE TRAINING FOR THE USERS. 

S/HE SERVES AS ONE OF THE IT PLAYERS IN MAINTAINING AGENCY’S WORLDWIDE WEB PAGES.  S/HE MAINTAINS THE ENTIRE ADP HARDWARE AND SOFTWARE INVENTORY OF THE MISSION.

QUALIFICATIONS AND EXPERIENCES:  A COLLEGE BACCALAUREATE DEGREE IN ENGINEERING PREFERABLY IN COMPUTER SCIENCE.  MINIMUM THREE YEARS OF PROGRESSIVELY RESPONSIBLE EXPERIENCE WITH EXPOSURE TO COMPUTER OPERATIONS IN A LAN ENVIRONMENT, THOROUGH KNOWLEDGE OF WINDOWS DESKTOP OS IS REQUIRED (PREFERABLY WINDOWS 2000 PRO).  EXPERINCE IN ADMINISTERING WINDOWS 2000 SERVER AND/OR UNIX HOST WILL BE A PLUS. S/HE MUST BE ABLE TO COMMUNICATE IDEAS ORALLY AND IN WRITING CLEARLY IN ENGLISH AND BANGLA.  EXPERIENCE WORKING WITH REPUTED INTERNATIONAL ORGANIZATIONS, NATIONAL NGO AND THE GOVERNMENT IS PREFERRED.  ABILITY TO WORK IN A TEAM-BASED STRUCTURE, UNDER DIFFICULT AND COMPLEX SITUATIONS IS REQUIRED.  WOMEN ARE ENCOURAGED TO APPLY.

INTERESTED APPLICANTS MAY SUBMIT THEIR APPLICATIONS TO THE HUMAN RESOURCES SECTION, GPO BOX 2593, RAMNA, DHAKA-1000, NO LATER THAN NOVEMBER 9, 2002.  [APPLICATIONS RECEIVED BEYOND THE DATE SPECIFIED WILL NOT BE CONSIDERED.  ONLY SHORT-LISTED CANDIDATES WILL BE NOTIFIED.]

