+ MAURI

SCHEME OF SERVICE

Post: ICT Lead

Salary: Rs 46,000 x 1000 — 50,000 x 1,250 - 55000 x 1500 — 70,000 x 2000 — 72,000
(Commensurate with experience)

Qualifications: A Bachelor’s Degree in a relevant field or an equivalence acceptable to the Board
Experience: 5 years’ experience post qualification in a similar position
Duties: IT

1. Overall design, implementation and management of the company’s IT
infrastructure and applications, including but not limited to:
e Assessment and understanding of the company’s objectives
e Development and implementation of an IT strategic plan supportive of
the company’s objectives
e Implementation and management of IT infrastructure which includes,
amongst others, hardware, network and network applications such as
email, intranet, telecommunications, data centre operations, support
desk, systems security and recovery, etc
2. Develop, implement and maintain the information and communication technology
system / procedures & policies / services of the company — these include, but are
not limited to, architecture, security, back up, disaster recovery, purchasing, service
provision and replacement of IT infrastructure
3. Preparation of IT budgets and submission to the Management
4. Direct the development, implementation and maintenance of all IT projects of the
company
5. Ensure efficient and effective use of IT equipment
6. Perform coding to written technical specifications and in accordance to
international standards
7. Create and maintain technical documentation
8. Serve as main point of contact for all I'T matters of the company, and provide timely
IT assistance to all stakeholders
9. Ensure proper servicing and maintenance of all IT equipment, networks and servers
10. Ensure proper back up of all IT infrastructure at all times
11. Ensure all licences are renewed on timely basis
12. Ensure compliance to statutory regulations, such as the ICTA and DPA
13. Create, foster and maintain effective supplier relationships and contracts

Communication

1. Conduct conception, template design, develop, test and maintenance of the
company’s website

2. Perform all development activities of the portal including analysing business
requirements and technical specifications
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3. Manage, monitor, update and maintain the company’s website, facebook page and
all social media profiles

4. Filter, monitor and report accordingly to the Management on negative feedback /
criticisms on social media profiles

5. Design of pamphlets, posters or other graphic documents

6. Carry out polls / surveys as required to determine trends and suggest remedial
actions where required

7. Perform regular reviews of the company’s websites and other technical platforms

Team Management

1. Effective management of the IT team

2. Proper training of subordinate staff

3. Conduct performance appraisals of subordinates, and take remedial actions where
required

The duties mentioned above are not exhaustive and Mauri-Facilities reserves the right
to require the incumbent to perform any other related duties but relevant to the
operations of Mauri-Facilities.

Note to Candidates:

1. Candidates should mandatorily attach copies of their qualifications to their application form, as
otherwise the application will NOT be considered

2. Candidates should fill in all sections of the application form

3. Applications not made on the prescribed form, applications sent via e-mail, applications sent to
any other address other than that listed in the recruitment advertisement or incomplete
applications shall NOT be considered
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