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[Job Description]
Technical scope:

« Management of physical inventory for all IT assets (desktops, laptops, servers, printers, infrastructure devices, and
network devices)

Management of fixed IT assets and accessories (maintenance, record keeping, disposal, etc.)

Management of 1st level helpdesk support (desktops, laptops, printers, etc.)

Management of encryption at rest (laptop/desktop, external HD, USB, etc.)

User management of O365 (account creation, password reset, etc.)

Support installation of software, security patches, and applications according to the instruction from Regional IT team
Support the patching, upgrade or testing of IT systems according to the instruction from Regional IT team
Management of vendors (parts replacement, and hardware troubleshooting for units within warranty)

Management of IT procurement in collaboration with Regional IT team and country management

Functional scope:

« Build and maintain strong relationships with local, regional, global IT teams and Shared Service CenterEnsure proper
closure of all reported IT incidents.

Support the Change Management process and communicate IT changes and updates to users.

Follow up with Regional IT team with regards to escalated issues and response to end user

Ensure availability of servers, network, and applications.

Support server management

Support network administration

Support email security management

Support local, regional and global projects

Work closely with local business teams to:

« Understand their current IT requirements
« Promote IT security awareness and train employees on both software and hardware
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« Understanding of the Windows desktop support technology areas, understanding across infrastructure components,

basic technology of networking and Information Security.

Knowledge of Microsoft Office 365 applications and other common desktop applications

At least 2 years of experience in helpdesk support.

Working-level English skills, including basic reading, writing, and everyday verbal communication.

Definite an advantage if on business applications (e.g. NetSuite and OpenAir), digital technologies and online

collaboration tools

« Strong technical skills/background in network/system; Microsoft Active Directory, Exchange Server, Office365 and
Windows Server, DHCP, DNS, Antivirus, endpoints encryption

« Good analytical and problem-solving skills

« Ability to prioritize & multi-task in a fast-paced/demanding environment

« Manage well under pressure and tight deadlines in a demanding user environment where adaptability, flexibility and
patience are required

« Ability to work and build strong relationships with end-users and internal stakeholders

« Strong customer service and communication skills with a focus on rapport-building, listening and questioning skills

« Business level verbal and written English and Japanese communication skills

[NICE TO HAVE]

« Knowledge of NetSuite, OpenAir, digital tools, and online collaboration platforms
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