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ROLE SPECIFICATION – IT Support Assistant 
Purpose of Role
This role will administer and deliver day-to-day IT administration across the business, providing essential support to HFMC Wealth’s operations team. It offers a fantastic opportunity, within a supportive working environment, to take ownership of the IT function spanning our team of 130 people. The role will take day-to-day responsibility for: IT system, software, and hardware support, as well as IT inductions and home-working set-ups. The role will assist across our two offices and is flexible in line with our hybrid working policy. The role reports to the Head of IT & Marketing and works closely alongside our IT Support Executive and external IT support provider. 

The role will suit a candidate who can demonstrate a strong work ethic, top-class organisation and prioritisation skills, high productivity and the ability to provide an exceptional level of client service. Experience working within a technical support role in a fast-paced, demanding environment is essential. 
[bookmark: _Toc454286670]About us
HFMC Wealth is a boutique wealth planner, asset manager and employee benefits specialist. As we are independent, this allows us to provide objective advice that is aligned to a client’s best interests, delivered by teams steeped in financial services knowledge and experience. We have built our Company on integrity and trust, because doing what is right for our clients is best for our business.

HFMC Wealth has been awarded Corporate Chartered status by the Chartered Insurance Institute – the industry gold standard for financial planners evidencing ethical practice, professional, competent and knowledgeable advice, and a commitment to providing service and support of the highest quality.

We are passionate about equal opportunities and diversity within the industry and have worked hard to develop a fantastic people-led culture. We are proud winners of the 2019, 2021, 2023 and 2025 Best Financial Advisers to Work for award.

[bookmark: _Toc454286669]Accountabilities
By nature, the role will change and flex in line with day-to-day operational business requirements. Nonetheless, the below is intended to give an indication of the initial scope of responsibilities: 

· Monitoring and filing IT tickets, raised by users, to ensure they are resolved in line with service level expectation, escalating when required.
· Responding to and resolving internal IT issues of an ongoing and ad hoc nature, prioritising as appropriate.
· Supporting the use of internal software/systems, including assisting with license management, such as: MS Teams, Zoom, CoPilot etc 
· Organising equipment supplies and deliveries and overseeing inventory of new and existing kit.
· Mobile device maintenance and support, liaising with our third party support providers and managing internal support issues. 
· Assisting with IT Projects 
· System and equipment updates, including monitoring and testing.
· Liaising with our external IT support provider as required and assisting with the organisation of third-party engineers when on-site. 
· Carrying out  IT tasks associated with new starters and leavers, including being on-site for initial set ups 
· Supporting with training on systems/software and developing User Guides where needed.
· Providing IT support for company events and presentations. 

Other responsibilities: 
· Supporting with IT service reviews.
· Key in testing all new systems and software 
· Domain management. 
· Sending internal IT communications.
· Scheduling out of hours testing, monitoring and updates. Expected to be 1-2 hours per month.

Experience and Qualifications
The successful candidate will:
· Have 1+ years’ experience in a similar support role or 2+ years in an administrative or customer service facing role with a passion for IT.
· Demonstrate experience across some or all of the following disciplines in a similar sized business: IT support, managing third parties, internal communication and implementing software updates.

Note that practical experience and attitude/aptitude to learn will be valued over education. 

Competencies
We need someone who can:
· Be a hands-on doer, willing to get stuck in across a range of IT and technical tasks with a great attitude.
· Deliver an excellent level of service to internal clients (employees and partners of HFMC Wealth) and external clients; we’re looking for someone who understands what it means to deliver a 5* service.
· Be highly organised to managing a busy workload and adapting to changing priorities, demonstrating common-sense and a solution-focused approach to problem-solving.
· Demonstrate excellent attention to detail with high quality written and verbal communication skills, and a respect for confidentiality.
· Be flexible to work across both offices and potentially outside normal office hours i.e. as part of the business continuity team

Location: Farringdon and Weybridge (at least two days a week). However, please be aware the more office presence will be needed in line with project delivery.
Salary: dependent on experience. Full benefits are also available, together with a discretionary bonus scheme.

Hours of work: 37.5 hours per week, office hours 9:00am to 5.30pm. It may be necessary to occasionally work outside of normal office hours in order to meet the demands of the business. 

We will try to accommodate any reasonable adjustments needed for our recruitment processes, please do let us know if this applies to you and how we can adequately support you.

[bookmark: _Hlk96507083]Your personal information is very important to us. Please see our Privacy Notice for full details of how we use personal data during the recruitment process. By submitting your CV for this role, you are consenting to us using your information for this purpose.
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