
Manchester Central
Information Systems Assistant: Application details



Manchester Central Convention Complex offers
a range of flexible facilities to host exhibitions,
conferences and events, from the smallest
corporate meeting to the large-scale convention
‘village’ provided for the major political
conferences.

This is an exciting time of significant change as
the venue nears completion of a £30 million
redevelopment programme. The stage is now
set to further develop the business in both the
UK and international markets by ensuring the
delivery of world class facilities and customer
care. The venue has recently been awarded the
prestigious “Conference Venue of the Year
Award” by the Association of Event Organisers.

Job Title
Information Systems Assistant

Salary
£17,500 per annum

Holidays
25 days per annum plus bank holidays

Pension
Contributory scheme with a 10% employer
contribution

Responsible to
Information Systems Officer

Main Purpose of the role
To assist the Information Systems Officer in :

• The operation of computer technology
throughout the company.

• The provision of computer and internet
related services to third parties.

• Supporting the users of the computerised
information systems.

• The development of the information
systems.

Background Job Specification



We are looking for a graduate to join our small
computer services department. Essential
requirements are:

• A degree in computing / information systems
or equivalent.

• Excellent MS Office based skills.

• An interest in leading edge applications of
technology.

• Experience in a computer services or
customer services environment.

• A flexible and can do attitude.

• An approachable and confident appearance.

• A hands on pragmatic approach to problem
solving.

• An ability to keep a sense of perspective and
maintain a sense of humour under pressure.

• A person who enjoys taking ownership and
works to high personal standards.

• To help support and maintain hardware and
software of all information systems.

• Administration and provision of venue
customer based internet services.

• Assist external internet provider in the
delivery of services.

• To assist exhibitors and conference organisers
in providing the required level of IT and internet
support as required.

• Create and manage digital media content e.g.
Screens, Wifi Portal.

• Maintain systems and user documentation.

• To participate in ongoing information systems
development.

• Provide support for company wide EBMS
database system and assist in the development
of the system.

• Train staff in the use of standard software
packages.

• Provide general IT support as required.

• To provide holiday cover for the Information
Systems Officer.

• Assist in developing and maintaining the
company website.

The Candidate Key responsibilities



To apply for this post, please supply the
following information:

• A full CV giving details of education,
qualification and employment history, including
dates of employment and salary information.

• A letter in support of your application,
explaining your suitability for the post.

• The names of two referees who may be
contacted about your suitability for the post,
preferably including your most recent employer.
(Referees will not be contacted without your
prior notification).

Please return your completed application to
Manchester Central, marked as follows:

FAO Steven Bennett
Ref. Information Systems Assistant
Manchester Central Convention Complex Ltd
Petersfield
Manchester
M2 3GX

Or e-mail:

s.bennett@manchestercentral.co.uk

Closing date for applications is 23rd July 2010.

Interviews will be held in Manchester week
commencing Monday 26th July.

Method of Application


