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Belfast Bible College




IT COORDINATOR 
Recruitment Pack

CLOSING DATE: 
Completed application forms and monitoring forms (submitted by post or email) must be returned no later than 12 noon on 
12 April 2017.
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WELCOME TO APPLICANTS
Thank you for your interest in working with Belfast Bible College. If you are internal applicant, you will already be familiar with the distinctive nature of the College. 

About Us
As a College, our commitment is to provide 'education which is spiritual, academic and practical.'

This three-stranded approach is crucial to all that we do at BBC. We do not believe that it is possible to study theology in a faith-vacuum.

Theology is much more than a subject of academic study - it is about looking deeply into the life-giving reality of God’s revelation of Himself to His created beings. Truly understanding and thus experiencing something of God and His Word inevitably has an impact on all that we are and all that we do.

So we aim to encourage the development of the spiritual life and practical service of each student just as much as their academic progress. Deepening our relationship with the Lord through worship, prayer, reflection and fellowship is an integral part of all our academic programmes. Alongside this students are involved in diverse experiences of ministry and service within and beyond the college campus. They undertake practical training placements on a weekly basis and serve for more intensive blocks of time in various contexts and locations from here in Northern Ireland to the farthest corners of the earth. Putting into practice in the reality of their own lives and in God’s world what they are learning in the classroom is at the heart of our vision for our students and is a core aspect of what we believe makes the BBC experience so formative for authentic Christian living.

We as a college are unashamedly in the business of challenging men and women to be "not merely hearers of the Word, but doers also." (James 1.22)

What we Believe

Belfast Bible College is called to be a welcoming community in which God works to form His people by integrating spiritual, academic and practical education rooted in his Word, for growth in Christian life and serving, locally and around the World.
We aim to encourage the development of the spiritual life and practical service of each student just as much as their academic progress. Deepening our relationship with the Lord through worship, prayer, reflection and fellowship. We are, as a College community, continually aspiring to both listen more and lift up our hearts more, whether they are full of pain or praise, giving thanks in all circumstances, but especially for the gift of prayer itself. Over generations we have been faithful to the Gospel message and preparing God's servants for ministry in the world. Through the college experience we seek that students’ lives are transformed not only through learning in the classroom but through leadership and serving opportunities in the college community. 

Belfast Bible College is a Christian organisation and we seek to reflect our Christian Ethos in the way that we value our employees. We welcome into our employment those of all faiths and those of none. 

We look forward to receiving your application. 

About the Role
This role will attract applicants who have an interest in several facets of IT which could be summed up as maintaining and developing an IT infrastructure, and supporting its users. While applicants may currently not have significant experience in all aspects, they must be willing to develop their knowledge base, and find solutions. 
Infrastructure Maintenance & Development
This will require Microsoft enterprise support including Active Directory infrastructure, Microsoft Exchange and associated fault diagnosis as well as using prior experience working with TCP/IP routing and subnetting, DNS, DHCP, Ethernet infrastructure and utilising fault diagnostic skills.

Another aspect of the role is Windows Server management/maintenance (including application of diagnostic tools), as well as managing and maintaining the network including interfacing with, and handling end-user issues as well as managing Microsoft Office issues, and assisting in developing its use. 
The successful candidate will also feel comfortable deploying Windows Server and Windows desktop operating systems in an Active Directory forest including the use of Group Policies.
Firewall support including appliance configuration, protocols, rules, security, routing and associated fault diagnosis will also be required, as will an ability to diagnose faults and resolve issues with components and peripherals such as switches, routers, firewalls, network printers and associated fault diagnosis

Experience of configuration management, asset management and incident management will be a real benefit, as will a good foundation in Software development, use (and development) of a database (preferably Microsoft SQL Server)  and Microsoft Office skills (including SharePoint, word processing and keyboard skills) will be required.

Knowledge of telecommunications, including VoIP, will also be an asset.
About you

Personal Attributes 
Being self-motivated with a positive attitude and able to exercise initiative, you will be able to demonstrate excellent problem solving skills and an ability to clearly communicate (both orally and in writing) in a way which demonstrates well developed inter-relational skills. Having a patient temperament, you will also be able to work effectively under pressure, and to meet conflicting demands. 
Physical Requirements 
Your health will be such as to allow for attendance reliability and work proficiency.
Special Circumstances 
The post holder must be available for flexible working when required, and willing to commit to working within the Christian ethos of the college. 
GUIDANCE FOR APPLICANTS
We are committed to recruiting the best people to fill our vacancies in a fair and equitable way. An application form helps us to compare individuals on a like for like basis and for that reason we do not accept a CV and will not be able to process applications that are not completed fully. 

Belfast Bible College is an equal opportunities employer and all appointments are made on merit. Short listing is carried out by assessing the information you provide against the requirements of the role as detailed in the Job Description. 

If you are not successful in your application, please do not be discouraged from re-applying; your skills and experiences may be what we need for our next vacancy. In addition we have a wide range of volunteering opportunities across various projects within the organisation. 

Informal Enquiries: 

Before submitting an application you may wish to discuss the post further by contacting the Personnel & Operations Coordinator on 02890 301551 or email jdunlop@belfastbiblecollege.com

Returning Your Application: 

Please return completed Application for Employment & Statement of Community Affiliation forms only. You can return your forms by post, however we would prefer that you email your completed forms to jdunlop@belfastbiblecollege.com
If returning by post, please address your application to:

Belfast Bible College

Glenburn House

Glenburn Road South

Dunmurry

BT17 9JP

Northern Ireland

We are unable to accept late applications – and this includes late applications that are sent to the wrong address.

Contacting Applicants: 

Belfast Bible College will be using email correspondence wherever possible to contact applicants. Where provided, we will always use email as our first choice of communication. Please remember, if you have placed an email on your application form, all correspondence will be sent by email. Please do check your emails regularly, including your junk inbox. 

Interview Process

Interviews will take place on 27 April 2017. If shortlisted, we will contact you to let you know what the interview process will entail.

Qualifications/Examination Certificates: 

Unless otherwise requested, candidates are not required to bring proof of stated professional and/or academic qualifications to interview - you will however be required to produce these as a condition of any offer of employment.  

JOB DESCRIPTION
Job Title:

IT Coordinator




Reporting to:

Director of Operations

Job Location: 
Belfast Bible College, Glenburn House, Glenburn Rd South, Dunmurry, Belfast, BT17 9JP

Northern Ireland
Date described: 
March 2017




Overall purpose of the role: 

Development of IT provision and day to day maintenance of the BBC IT infrastructure and support of users.
Key Tasks:
Development of IT Provision: 
· In conjunction with educational & operational departments, review provision & bring recommendations.

· Database development & management.

· Educational resource development.
Hardware/Software Support:

· Build, deploy and document systems to agreed specifications.

· Maintain operational integrity of the BBC infrastructure through proactive monitoring.
· Perform defined system health checks at designated intervals.

· Maintain hardware and software asset registers.
· Server & PC, Cabling and Peripherals set-up and maintenance.

· Set-up and maintain College communications. Internet hardware/software and telephones.

· Manage infrastructure use – Password security, Hardware recycling, User Accounts, Logging IT issues.
· Liaise with third parties to deliver appropriate outsourced technical support and services when required, ensuring value for money, quality and acceptable SLAs

User Support:

· Students: ID card production, accounts, Moodle use and password support. 

· Staff: Training on the use and development of College systems (Maytas, Moodle, Microsoft Office etc.).

Policy & Development

· Document and maintain all IT related processes and procedures to ensure effective operation. 

· Contribute to plans for developments/upgrades to the College’s IT infrastructure and systems.
· Ensure all IT related policies, inc. password policy & data protection, are deployed and operated appropriately. 

· Provide reports as necessary

· Facilitate the Director of Operations to ensure legal and regulatory compliance

· Assist in the implementation of compliance policies relating to Intellectual Property and Data Protection laws
Other

· Work within IT policies and procedures

· Update IT documentation and configuration management systems

· Ensure system security & integrity and mitigate risk when appropriate

· Work within the Data Protection Act and other regulatory constraints, following agreed standards and procedures

· Assist in Project Management

· Ensure personal skillset remains current and relevant

· Take part in Fellowship Groups and engage in the life of the College.

Main Terms & Conditions

Length of Contract: Permanent

Salary: To be disclosed on invitation to interview. 
Hours of Work: The post-holder will work 36.25 hours per week.  Additional hours may be needed to complete the job-requirements.  
Paid Leave Entitlement: The Post holder will be granted 25 days of paid annual leave. In addition, you will also be entitled to 10 Public Bank Holidays. 

Sick Pay: On completion of 3 months service & at the discretion of the College, the following sick pay entitlement may be paid in excess of any Statutory Sick Pay:

Full time staff – 3 months full pay 

Full pay beyond 3 months up to a maximum of 6 months may be paid at the discretion of the College Board. 

The sick year runs for a rolling 12 months from the date of your entitlement of sick pay.
Probationary Period: The probationary period is 6 months. 

Pension: The College operates a Pension Scheme that meets the requirements of automatic enrolment.

Person Specification

	
	Essential
	Desirable


	Experience


	At least 6 months’ experience of:

· Microsoft enterprise server & desktop support.
· Network management/maintenance.

· Delivery of desktop & end-user support, interfacing with & handling end-user issues.

· Managing Microsoft Office issues.


	Experience in the use of applications/software used in College level Education. 

	
	
	A minimum of 2 years’ experience of :

· Microsoft enterprise server & desktop support. 

· Network management/maintenance.
A minimum of 6 months’ experience of :

· Microsoft Exchange.
· Managing a virtualised infrastructure.
· Microsoft System Centre Suite.

	Skills & Abilities

	Ability to be analytical and problem solving.
	

	Knowledge

	GCSE English and Maths (or equivalent) underpinning an HND or equivalent in Computing or an IT related discipline.
	Studying for or qualified as a Microsoft Certified System Engineer or equivalent

	Personal Attributes


	A good communicator who is personable, patient, willing, self-motivated, and able to manage your time. 
	

	Christian Ethos

	Committed to implement College values within work
Able to apply Christian Ethos in taking decisions
Appreciative of those of other faith, of no faith and all Christian traditions
	


This description is not intended to establish a total definition of the role, but an outline of duties. 
APPLICATION FOR EMPLOYMENT
	PRIVATE AND CONFIDENTIAL
	Please complete in BLOCK CAPITALS

	Job Reference:
	ITC0317
	Applicant Reference Number:
	For Office Use Only:


	

	Position applied for:
	

	

	How did you hear of this vacancy? (include date)
	

	

	A. Personal Particulars

	

	Full Name: Mr/Ms/Mrs/Miss


	Address:
	Telephone Number (including STD Code)

	
	

	
	Home:

	
	

	
	Mobile:

	
	

	
	Business:

	
	(Tick box if you do not want to be

	
	contacted at work).
	
	

	
	

	Email address: 
	Applicants will be required to provide documentary evidence of their right to work in the United Kingdom if invited for interview.

Do you have the right to work in the United

Kingdom?
Yes/No

	
	

	N.I. Number:
	

	
	
	


B. Education & Qualifications
Qualifications: Please give details of examinations attempted and results (including any examinations failed)

	Name(s) and Address(es)

of School(s)/College(s)
	Dates
	Subject/Courses 

Studied & Level
	Examination Result/

Grade (include any 

examinations failed)

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Further & Higher Education: Please give details of all further and higher education since leaving school including training courses and details of qualifications.

	University/College/

Institute Attended
	Dates
	Subjects Studied

Type of Training
	Qualifications

Obtained

	
	From
	To
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Professional Associations: Please state whether you are a member of any technical or professional association, and if so, which:
Foreign Languages: Please list any foreign languages you speak and your level of competence, both oral and written:




C. Employment History
Please list starting with the most recent, all the organisations for which you have worked during the last 20 years:
	Name(s) and Address(es)

of Employer(s)
	Dates
	Position Held/

Main Duties
	Starting/

Leaving Salary
	Reason for

Leaving

	
	From
	To
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


D. Supplementary Information
	Please give details of any experience, skill or achievements which you feel may be relevant in your application for employment (Max. 750 words)

	


	Please give dates of any holidays arranged:

	Are you currently subject to any contractual "restraints of trade" clauses?
	Yes / No

	If Yes, please give further information:


	Do you have any commitments which might limit your working hours?
	Yes / No

	If Yes, please give details:



	Are you willing to work overtime and weekends when required?

	Yes / No

	Have you ever been convicted of a criminal offence which are not "protected" as defined by the Rehabilitation of Offenders (Exceptions) (Northern Ireland) Order 1979, as amended in 2014?


	Yes / No

	If Yes, please give further information:



	How much notice are you required to give to leave your present employment?


	Have you worked for us before?
	Yes / No

	If Yes, give details of reason for leaving:


	Please list your interests, sports, hobbies, etc.

	Do you have a current full driving licence?
	Yes / No

	Does your licence have any current endorsements?
	Yes / No

	If Yes, please give further information:




E. References
Please give the names and addresses of two referees who are not related to you, who we can approach for a confidential assessment of your suitability for this job. (One of these must normally be a previous employer).

Can we approach your present/most recent employer?
 Yes / No

	(Tick in box if you do not wish your employer to be contacted before an offer of employment is made)
	

	
	


	Name, Position, Address and Telephone Number & Email Address
	Name, Position, Address and Telephone Number & Email Address

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	DECLARATION OF APPLICANT

I confirm that the above information is correct.

I consent to the Organisation using and keeping information I have provided on this application or elsewhere as part of the recruitment process and/or personal information supplied by third parties such as referees, relating to my application or future employment. I understand that the information provided will be used to make a decision regarding my suitability for employment and if successful the information will be used to form my personnel record and will be retained for the duration of my employment. If I am not successful, I understand that the Organisation will retain the form for as long as is deemed necessary and that the Organisation may use it to contact me in the event of there being any other vacancies for which I may be suitable.

	

	Signed:
	
	Dated:
	

	


F. For Office Use Only:
	

	Interviewed by:
	Date:


	Comments/Areas to Examine:
	

	
	

	
	

	
	

	Decision:
	
	Reject
	
	
	Further Interview
	
	
	Accept
	
	

	(Tick as applicable)

	

	

	Interviewer's report and reasons for decision:

	

	
	Rejection letter sent:
	Yes / No


	APPOINTMENT RECORD (To be completed where there has been an offer of employment).


	CONDITIONAL OFFER LETTER
Date sent:
Response:
Acceptance/Refusal/No reply
	REQUESTS FOR REFERENCES
Date sent:
Response:
Good/Satisfactory/No
Reply/Suspect/Unsuitable


	MEDICAL/MEDICAL REPORT
Date sent:
Response:
Good/Satisfactory/Suspect/Unsuitable

	RIGHT TO WORK IN U.K
.

Appropriate documentary evidence checked.


	Starting Date:

Starting Salary:
	
	Job Title:
Personnel/Clock Number:



STATEMENT OF COMMUNITY INFILIATION
	For Office Use Only:

IT0217


Job Reference: 
	For Office Use Only:




Applicant Reference Number: 
The section below asks you to provide information on your community affiliation and gender. We wish to explain why.
We are fair employers. We practice equality of opportunity in employment. We do not discriminate on the grounds of religious belief, gender, and political opinion or on any other grounds whatsoever. Most important of all we operate the merit principle, i.e. we select the best person for the job, or promotion/training opportunity.
We wish to show that we are fair employers. We wish to demonstrate - clearly and openly - our commitment to equality of opportunity in employment. We are also now required by law to submit an annual report to the Equality Commission.
To do so we need to monitor the community affiliation and gender of our employees and job applicants and so we are asking you to assist us to do so by indicating which community you belong to and your gender.
This sheet will be held separately by the Organisation and the information on it will NOT be available to staff carrying out recruitment for the position(s) in hand.
1. Please indicate which community you belong to by ringing the appropriate answer below:

Protestant


Roman Catholic
Neither Protestant nor Roman Catholic
2. Please indicate your gender by ringing as appropriate:

Male






Female
All information that you supply will be treated in the strictest confidence and protected from misuse.
It will be used for the purpose of monitoring our Equal Opportunity Policy and the completion of our annual return to the Equality Commission.   Please note that it is a criminal offence to supply false or misleading information for monitoring purposes.
When you have completed this statement please put it in the envelope provided and return it with your application form. Please DO NOT put your name anywhere on this form.
Thank you for your co-operation.
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