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American Baptist Home Mission Societies (ABHMS) 
Is Searching for an IT Support Assistant
American Baptist Home Mission Societies has a vision of a better world. A world transformed by the healing power of the Gospel. A world transformed by passionate American Baptist leaders and disciples who are creating and building ministries that meet human needs. To bring the healing Gospel to our hurting world, we seek new and creative opportunities for cultivating Christian leaders from all walks of life, for equipping disciples who broaden the understanding of what it means to follow Jesus, and for working on behalf of freedom, justice and the biblical ideals of Beloved Community. 

Why does ABHMS need an IT Support Assistant?
The IT Support Assistant role combines administrative duties with more technical duties. The responsibilities range from keeping track of the various purchasing needs for IT to setting up workstations and equipment on site. The IT Support Assistant must be a highly motivated and customer-focused professional with a working knowledge of information technology. 

 

The IT Support Assistant is a full-time salaried Valley-Forge based position. The IT Support Assistant reports to the Director of IT Management. This position is open immediately. 
Essential Duties & Responsibilities 

· Assists the Director of IT Management and the Senior IT Operations Associate with the day-to-day operations of IT functions

· Provides purchasing support for IT - creating purchase requisitions, monitoring purchase orders, working with the accounting team for new vendor setup, and with our IT procurement group for equipment ordering/tracking/servicing.

· Manages the IT asset and inventory list for the organization

· Assists with the setup of workstations and equipment, plugging in computers and monitors and keyboards as well as phones, and configuring established software.

· Coordinates and helps manage equipment, mobile phones and the BYOD policies in collaboration with HR department

· Assists with the coordination of various IT vendor meetings and demos

· Provides administrative support to the IT Team as needed (e.g. correspondence generation, record keeping, file maintenance, billing/account reconciliations, etc.)Other relevant duties as may be assigned
Education and Experience 
· Commitment to ABHMS values and mission.

· Bachelor’s degree in information technology or related field 

· A minimum of 2 years of experience in IT support
· Exemplary customer service focus.

· Analytical thinking and problem-solving skills.

· Experience in supporting IT functions/help desk

· Proficient Knowledge of Microsoft Office Suite

· Highly detailed-oriented with excellent organizational skills

· High energy self-starter

· Effective writing and communication skills including the ability to provide guidance and support to both technical and non-technical audiences.

· Able to effectively prioritize and execute tasks

· Ability to work effectively and collaboratively in a diverse and multi-cultural team environment.

· Experience in using and supporting social and collaborative platforms (e.g. SharePoint, Yammer, etc.)Knowledge and experience in using Service Desk platforms – including maintaining accurate records of work requests, project status notes, and other related metrics.

ABHMS is a great place to work! We offer an excellent compensation package: competitive salary and benefits (health insurance, paid time off and paid sick time, participation in a fully-vested 403b). ABHMS provides the support needed to continue to develop our staff’s knowledge, skills and abilities along their chosen career path consistent with ABHMS’ missional priorities and objectives. We offer a safe, professional work environment located at 588 North Gulph Road in King of Prussia, PA. 

Apply Now  http://abhms.org/apply

