
Our innovative and growing company is hiring for a technology assistant. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for technology assistant

Manage any and all digital vendors (development, design, analytics, UX)
Diary management and co-ordination of meetings for your Division Director
Manage and organise the ET Monthly awards with the other assistants
Provide back-fill for COG Tech ET (Sydney) Assistants when on leave
Evaluate third-party products and services for inclusion in program offerings
and conducts build vs
Develop and maintain relationships with engineering, public policy, marketing
and design leadership teams
Analyze and document user needs, existing and new policies, processes,
procedures and operational methods to consider possible improvements to
new and existing systems by assessing business needs of functional users
through frequent consultation, developing a detailed understanding of all
aspects of business processes including compliance concerns by evaluating
existing system functionality and potential ways to utilize delivered
functionality to address business needs
Define and document business requirements and test cases for system
developments
Problem solve in areas such as system design, input/output requirements and
procedural flow between departments and/or business systems by serving as
primary trouble-shooting resource for business users of PeopleSoft Campus
Solutions and other critical systems
Perform testing of new systems, upgrades and patching of existing systems
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Technology savvy, with high proficiency in Microsoft Office products in
particular Outlook, Excel and Powerpoint
Proactive anticipation (calendar mgmt
Confidence to make own decisions
Extensive knowledge of MS Office, including Outlook, Word, Powerpoint and
Excel
Ability to be proactive, use initiative, prioritise and multi-task
Strong secretarial background preferably within the financial services industry


