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Terms of Reference

READ Bhutan ICT Officer

Position Description:  
This position will be based in READ Bhutan Office at Thimphu. The ICT Officer will be responsible for carrying out all activities of READ Bhutan’s ICT Program, including those that will be implemented in READ Centers throughout the country. This position will be responsible for supporting ICT program design, ensuring networking and internet connectivity, creating various ICT trainings, developing media and marketing materials, related ICT support services to READ centres and Bhutan office along with reporting of related programmes and activities. The successful candidate should involve frequent travel within the country to the READ Bhutan centres, as well as have to do regular interaction with concern stakeholders both at national and local level, and will report to the Country Director. 
Qualification:

General Qualifications:

· A minimum of two years professional experience in the ICT sector. 

· Experience in successful implementation of a wide range of tasks related to ICT. 

· Demonstrated experience preparing and delivering trainings

· Ability to travel frequently and spend up to several weeks at a time in rural areas

· Effectiveness in working or volunteering in a non-profit organization that is focused on maintaining high-quality work and a low overhead 

· Strong verbal and written communication skills in Dzongkha and English

· Strong computer and information and communications technology (ICT) skills

· Strong ability to work both as a team and independently; 

· Display energy, enthusiasm, and innovation in problem solving

· Prior experience delivering or facilitating training workshops

Preferred Qualifications:

· Prior experience living and/or working in rural areas

· Bachelor’s degree in a related field (i.e., computer science, Rural Development)

· Experience developing and/or implementing computer and ICT and media initiatives

Duties and Responsibilities

· Set up and ensure Internet connectivity to the existing and the new READ Centers

· Develop user requirements and specifications for software and equipment;
· Record, analyze and resolve ICT related issues and provide appropriate solutions to the issues identified;
· Monitor and maintain performance of ICT services at all the READ Centers and ensure adequate capacity and availability of services taking both proactive and reactive action when required;
· Plan, design, develop and launch effective information systems and operation systems in support of core organizational functions;

· Provide ICT Technical expertise, feedback and guidance as and when required
· Analyze program requirements for a specified task and develop the methods to provide the appropriate solutions;
· Ensure stable operation of the Country Office and all READ Centers computer software systems;

· Provide timely technical support on software programs and connectivity issues and, end users trainings where required;

· Upgrade system by developing, testing, evaluating, and installing enhancements and new software;

· Design and maintain physical network architecture and infrastructure including servers & Operating systems, network services such as TCPIP, firewalls, DNS, etc.; 
· Develop and implement (with Program Staff) ICT related programs at the READ Centers;

· Design and develop marketing materials for Country Office including posters, banners, pamphlets, Annual Reports, factsheets, etc. 
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