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The Online Safety Commission (OSC) is seeking a suitably qualified and motivated individual to fill the position of IT Assistant. The role is responsible for providing technical support for ICT systems, assisting with hardware and software maintenance, and supporting ICT operations, user assistance, and system functionality. The incumbent will report to the Office Manager and contribute to the effective delivery of ICT services within the Commission.
	Vacancy No
	Position 
	Salary Range
	No. of positions
	Contract Duration

	OSC 02/2026
	IT Assistant
	$18,000 - $25,000
	1
	    3 years



JOB DESCRIPTION
The IT Assistant plays a key role in supporting the Online Safety Commission's (OSC) information and communications technology (ICT) operations, systems administration, cybersecurity, digital platforms, and end-user support services. The position is responsible for providing technical assistance, maintaining ICT infrastructure, supporting business applications and digital systems, and assisting in the implementation of technology solutions that promote efficient, secure, and reliable service delivery across the Commission.
The IT Assistant works closely with management, staff, vendors, and service providers to ensure the effective operation, security, maintenance, and continuous improvement of OSC's ICT environment.
KEY RESPONSIBILITIES
• Provide first-level technical support for hardware, software, network, connectivity, and ICT-related issues across the Commission.
• Install, configure, maintain, and troubleshoot computer systems, laptops, printers, scanners, mobile devices, audio-visual equipment, and other ICT assets utilised by the Commission.
• Assist in diagnosing and resolving ICT system, software, application, and network issues in a timely and effective manner.
• Support user account administration, including account creation, password resets, access permissions, email administration, user onboarding, offboarding, and system access management.
• Assist in administering and supporting Microsoft 365, cloud-based services, shared drives, collaboration platforms, and other digital workplace solutions utilised by the Commission.
• Monitor ICT systems, network connectivity, internet services, and ICT infrastructure to support business continuity and operational efficiency.
• Assist in maintaining the security, confidentiality, integrity, and availability of OSC's information systems, databases, networks, digital platforms, and electronic records.
• Support the implementation and monitoring of cybersecurity measures, including antivirus protection, patch management, system updates, vulnerability identification, user awareness initiatives, and security best practices.
• Assist in identifying, recording, escalating, and responding to ICT security incidents, system vulnerabilities, cyber threats, data breaches, and operational risks.
• Support the implementation of data backup processes and assist in maintaining disaster recovery, system restoration, and business continuity arrangements.
• Provide technical support and administration for OSC's complaint management systems, customer relationship management systems, databases, digital records systems, and other business applications utilised by the Commission.
• Assist in maintaining, updating, and supporting OSC's website, online complaint platforms, digital communication tools, and other public-facing digital services.
• Maintain accurate records of ICT assets, software licences, warranties, inventories, equipment allocation, and related ICT documentation.
• Assist in the administration, maintenance, monitoring, and troubleshooting of CCTV systems, access control systems, electronic security systems, and other technology infrastructure utilised by the Commission.
• Provide ICT support for meetings, consultations, workshops, training programmes, outreach activities, conferences, webinars, virtual meetings, and Commission events.
• Assist in the setup, operation, and maintenance of audio-visual equipment, presentation systems, video conferencing facilities, and digital communication technologies.
• Liaise with external ICT vendors, internet service providers, software providers, technical consultants, contractors, and service providers to facilitate support, maintenance, procurement, and project implementation.
• Assist in ICT procurement activities, including preparing technical specifications, obtaining quotations, evaluating ICT goods and services, maintaining procurement records, and providing technical advice where required.
• Assist in the development, implementation, review, and continuous improvement of ICT policies, procedures, standards, guidelines, and operational practices.
• Support ICT projects, digital transformation initiatives, system upgrades, technology enhancements, and innovation programmes undertaken by the Commission.
• Prepare reports, statistics, inventories, technical documentation, user guides, system records, and other ICT-related reports as required by management.
• Promote safe, responsible, and secure use of ICT resources and provide guidance to staff on ICT best practices, cybersecurity awareness, and information security obligations.
• Ensure compliance with applicable laws, organisational policies, ICT standards, cybersecurity requirements, privacy obligations, and data protection requirements.
• Ensure the confidentiality of all information, records, complaints, investigations, and sensitive data accessed in the course of employment.
• Undertake any other ICT-related duties and responsibilities as assigned to support the effective operation of the Commission.
• Perform any other duties incidental to the position and as directed by the Office Manager or the Commissioner.
PERSON SPECIFICATION
Knowledge and Experience
· Diploma in Information Technology, Computer Science, Information Systems, or a related field.
· Minimum of two (2) years’ relevant experience in ICT support or a similar technical role.
· Good understanding of computer hardware, software, operating systems, and basic networking concepts.
· Experience in troubleshooting ICT issues in a professional environment is an advantage.
· Knowledge of ICT security principles and data protection practices is desirable.
Skills and Abilities 
· Strong technical and problem-solving skills.
· Ability to diagnose and resolve hardware and software issues efficiently.
· Good communication skills, both written and verbal.
· Ability to work effectively with non-technical users and provide clear guidance.
· Proficiency in Microsoft Office Suite and common ICT tools.
· Ability to manage multiple tasks and respond to support requests in a timely manner.
· Strong attention to detail and accuracy in maintaining ICT records.
· Ability to work independently and as part of a team.
Personal Attributes
· High level of professionalism, integrity, and confidentiality.
· Patient, service-oriented, and responsive to user needs.
· Proactive and willing to learn new technologies.
· Calm and effective under pressure, especially during system outages or urgent issues.
· Committed to supporting OSC’s digital operations and service delivery.


PERSONAL ATTRIBUTES
· High level of professionalism, integrity, and discretion.
· Culturally aware and able to work effectively in a diverse workplace.
· Proactive, adaptable, and detail-oriented.
· Ability to work under pressure and meet deadlines.
KEY PERFORMANCE INDICATORS (KPIs)
· Timely resolution of ICT support requests and technical issues.
· Reduced system downtime and improved reliability of ICT services.
· Accurate maintenance of ICT asset register and inventory records.
· Effective support for ICT equipment setup during meetings, trainings, and events.
· Successful implementation of user support and on boarding processes.
· Compliance with ICT security policies and procedures.
· Positive feedback from staff regarding ICT support services.
· Timely submission of ICT support reports and documentation.
ELIGIBILITY
The Online Safety Commission (OSC) welcomes applications from qualified candidates. All applicants must:
· Be of good character and demonstrate a commitment to the values and principles of the OSC as outlined in the Online Safety Act 2018.
· Provide a medical certificate and police clearance prior to taking up duty if selected.
SUBMISSION
Applicants must submit the following:
1. A detailed and updated curriculum vitae (CV);
2. The contact details of at least three (3) referees with one (1) being the current employer if employed; and 
3. Certified copies of academic certificates and transcripts.
All applications must state the vacancy number OSC 02/2026 and be submitted via e-application to careers@onlinesafetycommission.com by 30th June 2026. 
Late applications will not be accepted. Only e-applications submitted to the above email address will be considered.
[bookmark: _GoBack]
image1.png
Online
Safety

Commission




