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POSITION DESCRIPTION: IT Support - Database development
Position:
IT Support - Database development
Position status and location: 
This is a 12-month fixed term position and is based in our Wellington office.  
Reporting to:
National Secretary
Day to day reporting and oversight:

Staff reports management:
None
Cost Code sign-off:
None
Date of PD confirmation:

Purpose of this position

The primarily role of IT support officer/ database development is to support the development and smooth running of PSA databases and other related applications.

Our organisational values

The PSA Te Pūkenga Here Tikanga Mahi takes a strategic approach to unionism and our organisational values are:

· Solidarity - Kotahitanga

· Social Justice - Pāpori Ture Tika

· Integrity and Respect - Te Pono me te Whakaute

· Solution focussed - Otinga Arotahi

· Democratic - Tā te Nuinga e Whakatau ai

Te Tiriti o Waitangi/Treaty of Waitangi
The PSA Te Pūkenga Here Tikanga Mahi affirms te Tiriti o Waitangi/the Treaty of Waitangi as the founding document of Aotearoa-New Zealand and is committed to the Treaty principles of partnership, protection and participation in activities pursuant to the purpose and objects of the union, as they relate to the working lives of members.

PSA gives the principles of Te Ao Maori practical application through our policies and strategies to make a positive difference across PSA and our membership. 

Working relationships
	Internal 
	Internal democratic structure
	External 

	All staff


	None
	Suppliers and support companies


	Key Accountabilities
	Activities 

	IT Support
	· Central point of contact for IT database support

· Second level support for PSA databases

· Third level support for in-house written data extraction tools 

	PSA Intranet/

Internet
	· Creating forms for PSA Internet site

· Back up support for external users of PSA website (e.g. resetting user accounts)

· Electronic Mail outs

	IT System Management 
	· Creation, configuration, deletion and archiving of user database accounts (database administration)

· Management of databases and database servers

	IT System Development
	· Remain conversant with database software developments

· Be aware of new operating releases or systems and how they may affect the databases 

· Be aware of new database software releases and implement these releases where appropriate

· Be aware of IT strategic direction and contribute if appropriate

	Unison Application Support


	· Maintain contact with InfoComp, ensure that PSA technical database problems or developments are communicated to them

· Understand InfoComp/Unison white papers and announced developments.  Ensure that this information is circulated in “plain English” to interested or concerned parties

· Evaluate requests made for database or front end changes, if approved carry out these requests ensuring that InfoComp are kept informed

· When requested assist with the dissemination of information through web sites, email, texting or whatever medium is being used

	Reporting


	· Provide reports to the secretariat when requested or following major system outages

	Financial accounting


	· Assist with budgeting

	Participate constructively in their team
	· work collegially and co-operatively within the wider PSA

· Provide support for each other

· Comply with PSA policies and strategies

· Attend team meetings

· Actively participate in all team’s activities

· Respect each other’s view on matters

· Joint problem solving

· Keep team members informed

· Decision-making by consensus

· Ensure effective and timely handover

· Maintain a balance between the autonomy of individual responsibility and team responsibility

· Contribute to the mentoring/buddying of less-experienced staff


Definition – 

First level support includes the ability to recognise when equipment or software is not functioning correctly, the ability to carry out basic diagnostic functions, to reinstall software or rebuild PC/laptop operations systems. It includes the ability to power up and down servers and associated equipment and to escalate problems to second or third level support when required. It does not include the rebuilding of servers or in depth analysis of complex faults, but may include carrying out instructions (being intelligent hands) when guided by second or third level support.

Second level support in this instance, includes the understanding of the operation of hardware and software and the task it should perform, how it is configured, the current version and any relevant known problems. Second level support includes the ability to build and configure server and application software and re-configure hardware or software to meet changing requirements.

Third level support in this instance includes understanding and modifying code (if written in-house) or assisting InfoComp with technical development of PSA system
                                                                   Person Specification

Skills/Attributes
· Coding skills in the appropriate language

· In depth analytical skills, and the knowledge of when to escalate problems

· Good communication and interpersonal skills 

· Work methodically, systematically and with an eye for detail

· Not to panic when under pressure

· Good timekeeping and ability to work “out of hours” when necessary

· Ability to maintain confidentiality

Knowledge
Have demonstrated technical knowledge, understanding and ability in the following:

· desktop/laptop, operating systems and software packages.

· Server operating systems and databases 

· Ip networks 

· IT development and changing directions

Leadership and Management style in the PSA
The PSA Te Pūkenga Here Tikanga Mahi aims to achieve an optimal balance between an empowering leadership style and ensuring sufficient accountability for achieving the strategic outcomes of the union. To this end we support self-managing teams and strive for consensus where possible.  National Sector Leader/Support Leader and Strategy Leader roles support democratic team processes and provide the skills and support that teams need to effectively self-manage.

PSA Employment Principles

The management of the PSA Te Pūkenga Here Tikanga Mahi is committed to being a good employer and providing a quality working environment; a process of constructive engagement with staff through their unions; and operating fair, transparent and consistent best practice employment processes and good faith principles.

Health and safety 
Every staff member shall take all practicable steps to ensure their safety and the safety of others at work and that no action or inaction of the staff member causes harm to any other person.

Professional Development 
PSA staff members attend to their own personal and professional development. They provide
collegial support to co-workers and contribute to the mentoring of less experienced staff. Staff will also participate in individual and collective professional development.
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