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Think IT Simple
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https://www.careercross.com/company/detail-26036

Page 2 of 2
- EHROFH. LK— F0REEBOMER

Responsibilities:

+» Setup and maintenance of desktops, laptops, phones, printers, peripherals, and mobile devices. Windows and Apple
platforms.

» Maintain hardware inventory at assigned locations

* Provision new users with hardware, software and account setup

« Troubleshoot and resolve a variety of technical problems

* Provide great communication and customer service to company employees, in person and through phone calls and emails
* Develop and document IT operational processes

» Facilitate delivery and receiving of new equipment

« Coordinate with the vendor regarding quotation, payments and delivery concerns,

« Assign laptop deployment

* Handle user/s concerns

» Documents filing

» Maintain record data communication transactions, problem

» Handles deployment and troubleshooting of Pocket WIFI

* Billing management

« Asset Tagging creation * Creating PO/PR for teams

» Manages and monitors Maintenance Agreements

» Update records and create reports or proposal
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Qualifications:

« ITIL knowledge and certification preferred

» 2-3 years of related experience

» Working knowledge of: v Microsoft Desktop v IT End user support v IT financial administration v It vendor coordination v
PO, documentation, billing management v Report generation and budget tracking v roper records maintenance

« Positive attitude/ Coachable / Diligent / Hardworking

» Communicate effectively in English -orally and in writing
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