



HELVETAS Swiss Intercooperation Nepal
Trail Bridge Support Unit
Job Description
Job Title:
System Analyst (SA) 
Location:
Lalitpur with 30% time field accompaniment. 
Reporting to:
Chief Technical Coordinator (CTC)
Job Purpose:
The system analyst will be responsible for:
· overall management and update of Information Technology of the project and also develop suitable softwares for researches as needed by TBSU.
· maintaining and administering all the available applications at centre office.
· overall system analysis, administration and providing support to the Regional Partner and Counter partner organizations.
· maintaining security of the database with: proper central back up and up-to-date virus protection software in all laptops/computers.
· over all responsible for transferring know how of operation and administration of these application to partner organizations (LBS/DoLIDAR,DDCs/DTOs, Regional Partner).
· Ensuring that DoLIDAR, all the DDCs and the regional partners are able to manage and facilitate the MIS related activities independently by 2018.
Roles and Responsibilities:

1. Compliance of Policies, Guidelines and Manuals 
•
Ensure compliance with SWAp Framework for the Trail Bridge Sub-Sector for the period covering July 2014 – June 2019, Bi-lateral Project Agreement signed between the Government of Switzerland and the Government of Nepal and its relevant documents, Guidelines of Social Inclusion, Poverty Orientation, Gender and Good Governance, Annual Program and Budget (YPO) of LBS/DoLIDAR and Annual Plan of Action for Technical Assistance and guidelines from the authority concerned.
•
Ensure compliance of the HELVETAS Swiss Intercooperation Nepal’s policies, regulations, guidelines and Manuals (Personnel, Financial and Administrative and other applicable policies, guidelines and Manuals).   

2. Tasks and duties 
General IT related tasks

· Data collection from the concerned authorities
· Supervising the data management  aspects
· Maintain In-house and online database and servers including email and internet in various domains.

· Develop and maintain staff identity card system.

· Maintain and up-to-date virus protection software in all project computers and laptops
· Assist in repair and maintenance of laptops/computers and IT related equipment resolving the software related issues
· Install and update software in computers of TBSU staff 
· Develop, execute and monitor data sharing system in TBSU, periodic data backup of server and data security
· Assist in trouble shooting of office Network (LAN)
· Assist in managing staff’s email address databases/renewal of email, internet with the service provider
· Assist in web page design operation, modification and updating. Maintain and administer TBSU web site
Information and Technology
· Gather and analyze organizational data for developing information system. 
· Design and guide the implementation of computer-based information systems including GIS based application and decision support systems. 
· Data entry, data verification, digitization and other related works for the preparation of district level of GIS database of Trail Bridge, location and coordinates of bridge requirements along the roads, contours, etc
· Scanning, format conversation and vectorizing the features to make the final digital database.
· Preparation of Bridge Demand Record, National Bridge Record etc.
· Develop various computer graphics, animations and Computer Aided Design and support for its application and use.

· Produce various presentations and analytical information for presentation.

· Maintain and assure all Hardware, Software and Network are functional at all the time.
· Design and develop the system programs, softwares and applications needed to TBSU
Knowledge Management

· Study existing application used in TBSU and counterpart organizations to determine how both could be better organized and structured for the betterment of the organization.

· Develop various standard office templates based on existing guidelines, prepare printing materials and assure quality of products.

· Prepare training material and provide required training to in-house personnel for use of new system

· Maintain and administer on-line bridge inventory at center.

Communication and coordination
· Prepare and present various reports and statistical information from existing data to management as needed.
· Maintain an up-to-date knowledge of the most recent and relevant computer software/hardware and recommend technology products (hardware and software) and technical specifications for purchase of equipment to TBSU.
· Provide orientation to TBSU staff to operate common office related software including basic networking system
· Provide expert support to other projects on demand basis.

· Install and make operational all the available applications of TBSU in LBS/DoLIDAR, Regional Partners and DDCs/DTOs.

· Assist with any other tasks as required by the TBSU
· Document gaps in any of the above bullet points and identify/design a capacity building plan every year for DoLIDAR, DDCs and the regional partners so that these gaps are filled completely by 2018

· Handover all system and software to DoLIDAR

Required qualification, experiences and competencies
Minimum qualification and experience required
Master’s Degree in Computer Engineering or Information Technology with 5 Years of experience in related field. Good knowledge in Access, Java, visual basic, sql server etc.
Competencies required
· Good understanding of IT policy and system of the GON.

· Ability to develop new applications including on-line applications.

· Good understanding of Conflict Sensitive Program Management.

· Readiness to conduct field visits with simple facilities.

· Good verbal and written communication in Nepali and English.

· Result oriented.

· Excellent time management and task prioritization skills.

· Able to interact effectively with all stakeholders.

· Good facilitation and communication skills.

· Demonstrated ability to work with multi-cultural team.

· Ability to work under time pressure.

Incumbent's Signature _____________________
Date: _____________
Team Leader's Signature _____________________
Date: ___________


