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	ICT Officer
	Reporting to
	ICT Manager 

	Location
	Freetown with travel requirements 
	Direct Reports
	1

	Marie Stopes Sierra Leone


MSI Sierra Leone is established in 1986, as a reproductive healthcare service delivery organization, a leader in reproductive choices, and a social enterprise that draws inspiration from both the non-profit and commercial works. 

We serve thousands of client every year in Sierra Leone. We are part of a global partnership of organization that has a presence in 37 Countries around the world , who believe in providing woman and girls choice and excellence in reproductive healthcare from menstruation to menopause. 

We not only support physical and mental wellbeing of our clients but also unluck opportunities for improving the health of their families, allow them to continue in education advance their careers or work in their communities and in so doing, provide a springboard for the alleviation of poverty.
	The Role/Function

	The IT Officer is responsible for hands-on execution of ICT support services, providing frontline technical assistance to staff, maintaining ICT equipment and systems, and implementing ICT controls and procedures as directed by the IT Coordinator.

The role focuses on practical troubleshooting, installation, maintenance, and user support, ensuring that staff can perform their duties efficiently with minimal ICT-related disruption.

	Key Responsibilities


1. User Support & Helpdesk Execution
· Receive and respond to ICT issues assigned by the IT Manager, providing timely, professional, and solution-focused support to end users.
· Diagnose and resolve common ICT problems related to hardware, software, connectivity, email, and system access, using approved troubleshooting methods.
· Escalate unresolved or complex issues promptly, providing clear documentation of actions already taken.

2. Hardware Installation, Configuration & Maintenance
· Install, configure, and maintain desktops, laptops, printers, scanners, biometric devices, and other end-user ICT equipment.
· Perform routine checks, cleaning, and minor repairs to extend the lifespan of ICT assets.
· Support setup of new workstations, offices, centres, and temporary outreach locations.
3. Software Installation & System Support
· Install and configure approved operating systems, productivity software, antivirus tools, and organisational applications.
· Provide basic user support for enterprise systems such as EHR, inventory platforms, and booking systems, escalating system-level issues as required.
· Ensure devices remain updated with approved patches and security updates.



4. Network & Connectivity Support
· Support day-to-day network operations by troubleshooting LAN and Wi-Fi connectivity issues and performing basic router or access point checks.
· Test and report internet performance issues to the IT Manager for escalation with service providers.

5. ICT Asset Administration
· Issue and recover ICT equipment to and from staff in line with approved procedures, ensuring proper 
documentation of serial numbers, condition, and user assignment.
· Update asset records promptly and accurately following any equipment movement or change.

6. Data Security & Compliance Support
· Enforce basic ICT security requirements, including password protection, device locking, and antivirus 
compliance.
· Report any suspected security breaches, data loss, or unauthorised access immediately to the IT 
Manager.

7. Documentation & Reporting
· Maintain detailed records of ICT issues handled, installations completed, maintenance performed, and 
unresolved incidents.
· Submit regular activity reports to the IT Manager, providing evidence of work completed and issues 
outstanding.
· Support audits by producing logs, screenshots, and asset verification evidence when requested.

	Experience & Qualifications (essential/desirable)

	· Diploma or Bachelor’s degree in Information Technology, Computer Science, or a related field.
· 2–4 years of practical ICT support experience.
· Strong troubleshooting skills and customer-service orientation.
· Experience working in multi-site or NGO environments is an advantage.

	

	Comptencies & Skills



· Highly organised, methodical, and detail-oriented, with strong follow-through on issues.
· Proficient use of Microsoft Word, Excel and Powerpoint
· High quality report writing skills
· Can work under pressure, particularly during system outages or operational disruptions.
· Strong communicator, able to translate technical issues into clear operational explanations.
· Strong sense of accountability, control, and service reliability.
· Must be pro-choice


MSSL is an equal opportunity employer
MSSL employees must sign up and adhere to our Global Code of Conduct
Security Level 1: 	Security Level 2:
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