Adapt IT - Education
Support Consultant Job Profile Qdet IT

JOB TITLE — Support Consultant — Student Management

Position reports to : Client Support Manager

Direct Reports : None

Office Location : Adapt IT Johannesburg Campus
PURPOSE OF THE POSITION

To provide support to clients on the functionality of the ITS Integrator suite of products. The incumbent is
responsible for the for logging, investigation, and resolution of queries from the clients, to fulfill the
contractual obligation to the clients as laid out in the SLA (Service Level agreement).

PRIMARY RESPONSIBILITIES FOR THE ROLE

e |nvestigate incidents relating to systems, within the scope of control and assign to other
departments where necessary.

e Continuous communication with originators of incidents with regards to their status and
activity.

e Perform reconciliations for the subsystem in the scope of control

e Recommend corrective actions after investigation.

e Participate in internal audits.

e Provide client support on the use of the ITS Integrator systems as per maintenance and service
level agreements (SLA).

e Logincidents on the ticketing system in response to customer or internal reports.

e Monitor statutory regulation alignment to the system within scope of control.

e Responsible for the integration between sub-systems allocated to the team and other ITS
systems.

e Have a good understanding of all other modules and systems within the product set (e.g.
Student Administration, Finance, HR etc).

e Assist with testing of software when required and advise on compliance.

e Be able to assist with material development, manuals etc. Adapt IT Consultant Student
Management

e Comply with all administrative, SLA and ISO requirements as published and as revised from
time to time.

e Mentoring of juniors and new staff and the associated administrative functions related to this.
Key Competencies

e Have the Ability to understand issues and make systematic and rational judgments based on
the relevant information.

COMPLIANCE TO THE I1SO 9001:2015 SUPPORT PROCEDURE

e Adhere to published procedures and standards.
e Maintain records in accordance with published procedures.
e |nitiate corrective and preventative action as per standard procedure.
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e Monitor effectiveness of corrective and preventative action.

MINIMUM QUALIFICATION EXPERIENCE REQUIRED

e  Matric + relevant qualification i.e., a Degree or Diploma

e Business Analysis/Testing Certificate will be an advantage

e 7+ years of experience using ITS Integrator on the related subsystem

e Proficient in MS Excel, MS Word and PowerPoint

e Knowledge of Visio and MS Projects will be an advantage

e Knowledge of Student Finance system and/or HR/Payroll system will be advantageous.

CORE COMPETENCIES
KNOWLEDGE

Intermediate business process knowledge

Intermediate understanding of business principles

Intermediate knowledge of statutory legislation

Identify opportunities to sell systems and services to existing clients

Intermediate knowledge of the sector

Intermediate knowledge of the ERP systems function

Intermediate knowledge of different modules in the various suite of products

Continuous development of knowledge of software systems within scope of control.
Continuous development of knowledge of business practices that are addressed by software
systems within scope of control.

SKILLS

Ability to perform medium to complex investigations

Design & analysis skills

Research skills

Mentoring and coaching skills

Conduct Training and Consulting

Ability to grasp business practices and recommend alternative solutions
Intermediate problem-solving ability

Ability to create, compose and edit written materials

Agile and adaptable

COMMUNICATION SKILLS

e Proficient written and verbal English communication skills
e Proficient presentation and report writing skills

e Proficient negotiation skills

e Interpersonal skills

e Ability to communicate with high-profile clients

e Excellent presentation skills

e Ability to compose and edit written materials
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SYSTEM KNOWLEDGE

Have Advanced knowledge of:
e Student Application Wizard
e |TSSMS Interface
e Student Applications
e Student Registration
e StudentiEnabler
e Study Records
e Academic structure
e Student Graduation Management
e TVETMIS / HEMIS
e Student Short Courses —where applicable

Competent and advanced beginner

Celcat Interface — where applicable
Distance Education — where applicable
Student Enquiry

e Student Timetabling

Novice in:
e Academic Contract
e [VR

Contact Person: Noluthando Maseko
Apply Here: https://www.dittojobs.com/jobs/view/312129694
Vacancy Status: Open
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