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	1. Job specifics

	Job Title:
	IT Service Desk Administrator

	Reports to:
	Senior IT Service Desk Administrator

	Location:
	Leeds

	Department:
	IT



	2. About the role

	What You’ll be doing
	You will be responsible for overseeing the delivery of hardware provisioning and all Joiner/Mover/Leaver (JML) processes within the Service Desk function. 

	Key Responsibilities
	Service Desk Admin Operations
· Oversee the handling of hardware and account‑related service requests, ensuring they are completed accurately and within agreed service levels.
· Act as an escalation point for issues related to hardware, user accounts, or JML processes.
· Monitor and prioritise ticket queues relating to hardware, access, and user lifecycle tasks.

Hardware & Asset Management:
· Manage provisioning, configuration, deployment, returns, refresh, and secure disposal of IT hardware.
· Maintain accurate asset management records and ensure appropriate controls, audits, and reporting.
· Coordinate procurement activities, liaising with suppliers where required.

JML & Account Administration:
· Own and execute JML processes, ensuring timely creation, modification, and removal of access across systems including Active Directory, Azure AD and Microsoft 365.
· Ensure all access aligns with security principles and governance requirements.
· Maintain documentation, records, and audit trails related to user access and leaver processing.


	KPIs & SLAs
	

	Key Working Relationships
	All QA staff and external customers


	
	3. About You

	Your Competencies
1: Working Level 
2: Advanced Level
3: Expert Level

	 Strong organisational skills with the ability to prioritise and coordinate multiple operational tasks.
Effective communication skills, with the ability to convey technical and procedural information clearly.
High attention to detail, particularly in asset tracking and access management.
Problem‑solving ability with a focus on process improvement and service consistency.
Ability to work calmly and efficiently during periods of increased demand.

	Your Experience
	At least 2 years experience working in a Service Desk in an IT Admin role capacity.
Hands‑on experience managing hardware provisioning and asset lifecycle processes.
Demonstrated experience delivering JML processes and administering user accounts.
Experience working with ITSM/ticketing tools for logging, tracking, and reporting.

	Your Knowledge
	Knowledge of Active Directory, Azure AD, Microsoft 365, and associated account administration tasks.
Understanding of IT asset management practices and audit requirements.
Familiarity with security and access control principles, including least‑privilege and compliance requirements.
Awareness of ITIL concepts relevant to incident, request, and access management.
Understanding of data protection responsibilities relating to user accounts and confidential information.

	Your Qualifications
	

	What you’ll bring to QA
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