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ICT ADMINISTRATOR

The Northern Rangelands Trust (NRT) is a non-profit umbrella organisation that supports 35 member
Community Conservancies across northern and coastal Kenya with fundraising, technical support,
governance advice and training, and security. Its mission is to develop resilient community
conservancies that transform lives, secure peace and conserve natural resources. It is a non-
governmental organization headquartered in Lewa Wildlife Conservancy, Meru County. More
information can be found at www.nrt-kenya.org.

Purpose of the position:
NRT is looking for an experienced and passionate ICT professional able to lead the ICT departmental
support to NRT and Member conservancies on ICT Issues. Reporting to the Operations Manager
(OM) and  based at NRT HQ, the ICT Administrator will be accountable for providing technical
leadership, foresight and ICT advice and information to meet needs and guide operational decision
making, implementing NRT’s ICT strategy, providing ICT training and support at all levels of the
organization as well as providing a secure and efficient network infrastructure to support NRT’s
software and systems. The post-holder will ensure that ICT is used effectively throughout the
organisation to enhance individual and organizational performance and efficiency.

Key Responsibilities:
 Work with the OM and appropriate staff on developing NRT’s ICT strategy and annual operational

plan.
 Ensure the efficient, secure and effective operation of NRT’s network in the Head Office and all

regional offices and conservancies.
 Provide confidence to NRT staff that they have the ICT equipment, resources and day to day

support they need to do their job effectively, wherever they are located.
 Ensure that an adequate plan for disaster recovery and carrying out back-ups of NRT’s data is

maintained and implemented.
 Provide inductions to all new NRT staff on the computer system, including use of all relevant

software packages.
 Ensure site documentation for each office is maintained and updated.
 Administration of a centralized Helpdesk service to all staff members for NRT and the conservancies.
 Monitor compliance with ICT best practice, policies and procedures.
 Provide clear and accessible, jargon free, ICT advice and information to NRT’s management in order to

meet their needs.
 Research hardware and software options as new needs arise and make reasoned recommendations



VACANCY

JOB VACANCY | NORTHERN RANGELANDS TRUST 008

on infrastructure that best suit NRT needs.
 End user support, routine maintenance and IT infrastructure support.
 Creation and termination of authorized email users.
 Install and configure newly acquired IT systems and ensure antivirus is in progress.
 Install and configure computer hardware operating systems and applications.
 Monitor and maintain computer systems and networks.
 Troubleshoot network and systems problems and carry out corrective action.
 Database management
 Present monthly, quarterly and yearly reports on ICT to the Senior Management Team.

Qualifications: Education/Knowledge/Technical Skills and Experience
 Holder of a Bachelor’s degree in ICT.
 At least 3 years hands on experience in ICT field.
 Demonstrable commitment to customer-focused service to achieve organisational objectives.
 Able to manage workloads to meet searching and complex targets set by management.
 Ability to communicate the realities and possibilities of ICT to non-technical audiences including

managers, staff and partners at all levels.
 Must be able to work independently while being a strong team player.
 Present monthly, quarterly and yearly reports on ICT to the Senior Management Team.
 Fluency in English and Swahili required, both verbal and written.

If your profile matches the above job specifications, please send your application including a detailed
CV highlighting relevant experience, a daytime telephone contact, email address, and the names of
three professional referees to reach us by close of business on Thursday, 31th May 2018 to: hr@nrt-
kenya.org addressed to: Operations Manager, Northern Rangelands Trust, Private Bag, Isiolo-60300

Qualified applicants drawn from the membership of conservancies where we operate will have a
distinct advantage. Only shortlisted candidates will be contacted.


