
IT Support Officer
CONTRACT: 
Permanent (subject to a three-month 
probationary period)

RESPONSIBLE TO: 
IT Manager

RESPONSIBLE FOR:
No permanent direct reports.

DEPARTMENT: 
Resources

SALARY: £25,000 Pro rata, (£15,000 for a 
60% contract)

HOURS: 
24 per week, worked over three days 
including Saturday on a rota basis. Due to 
the nature of the work, you may be 
expected to work shifts or be on call and it 
may be necessary to work extra hours to 
finish a job.

LOCATION: 
You’ll be expected to be based in the 
office at Chapter in Cardiff so that you can 
be present to support Chapter staff and 
companies in person. We offer a hybrid 
model which means that at times you may 
be able to work from home.

PURPOSE OF ROLE

This is an exciting opportunity for someone with a keen interest in pursuing a career in IT 
whilst working within a dynamic arts centre.

In this cross-departmental role you’ll work alongside the IT Manager to provide first-line 
support for a variety of technical systems that enable the smooth running of a large 
venue and organisation.

You’ll be expected to support the IT Manager in the day-to-day running of the business 
and carry out administrative tasks that support the IT function. As the first point of 
contact for staff and tenants across the organisation, and under the direction of the IT 
Manager, you’ll be expected to consistently problem solve technical issues and provide 
basic IT support.



ABOUT CHAPTER 

Chapter is an international centre for contemporary arts and 
culture, rooted in Cardiff. 

For more than 50 years, it’s been a catalyst for creativity and 
critical thinking, supporting artists and audiences to thrive 
and take risks. We believe that art has the power to connect 
us all and create meaningful change.

We’re a dynamic hub that produces and promotes inventive 
and compelling work that’s open and accessible to all. 
Across visual art, performance and film, we present an 
experimental, evocative and bold programme of events all 
year round. 

Alongside our public arts programme in our gallery, theatres 
and cinemas, we work behind the scenes to support 
continuous professional development, connecting deeply 
with creative practitioners to support their career paths.

We’re also creative home to 52 artists’ and companies who are based 
in our studios, offer spaces for an array of weekly and monthly 
classes, and operate a busy café bar. 

Our programme is celebrated internationally, but our role as a local 
hub is equally important. We work with and for the people on our 
doorstep to create compelling, transformative experiences connecting 
art with community. 

We believe in the power of the arts to transform lives and promote 
personal and social wellbeing. We strive for our venue and programme 
to be accessible to everyone, and welcome around 500,000 people 
through our doors every year. 



OUR IDEAL CANDIDATE

Our ideal candidate is someone who can communicate confidently with 
our staff and tenants in a clear, concise, and helpful manner to maintain 
good working relationships. This will require you to have the ability to 
quickly diagnose a technical issue and explain or implement a solution for 
a variety of departments.

You must be able to work to tight deadlines and adapt to the ever-
changing technical needs of the business, whilst always remaining calm 
and focused under pressure.

Attention to detail is a requirement as you learn how specific hardware, 
software and operating systems work and you will logically look for 
dynamic solutions to resolve new and recurring issues. Training and 
learning is continuous in this environment and it’s a prerequisite of the 
job to be able to absorb, develop and utilise the concepts learnt.

You will be line-managed by the IT Manager but the ability to work on your 
own, use your initiative and make decisions to support the organisation is 
fundamental to this post.

Our venue is for everyone, and we welcome applications from everyone. 
We particularly encourage those from people from a Black, Asian and 
Minority Ethnic background or who are D/deaf or disabled as they are 
currently under-represented in our workforce.

DUTIES AND RESPONSIBILITIES
The responsibilities consist of, but are not limited to:

• Perform hardware and software installations, configurations
and updates as needed.

• Assist the IT manager with the expansion of the Chapter
network infrastructure including switches, cabling and
wireless network equipment.

• Respond to staff IT requests, log and prioritise these support
requests, and communicate updates clearly.

• You’ll work closely with HR and line managers to ensure IT is
available for individuals and groups, through the life cycle of
someone’s employment. Smooth communication will be the
key to success.

• Provide introductory training for staff on equipment and
software.

• Create and maintain IT troubleshooting documentation.

• Maintain an up-to-date IT Asset Register with suitable
handover documentation.

• Routine weekly onsite IT inspections including data backups,
testing systems (such as people counters, digital signage,
wifi APs, payment card machines, printing equipment, phone
lines, etc).

• Assist staff with Spektrix, Artifax and other software support
queries.

• Test and evaluate new technology.

• Assist in the collation and provision of reports, project plans,
training and other papers as required by the IT Manager



••

SPECIAL CONDITIONS

• The contract is 24 hours per week and you will be
expected to work on one day each weekend. You’ll
also be required to undertake occasional evening work
subject to need.

• This job description is not intended to be exhaustive.
The post-holder will be expected to adopt a flexible
attitude to the duties which may have to be varied
(after discussion with the post-holder) subject to the
needs of the organisation, and in keeping with the
general profile of the post.

OTHER DUTIES 

• To be familiar and comply with all relevant health and
safety, operational, personnel, customer care, data
protection, equal opportunities and financial
procedures, in particular ensuring that all statutory
obligations are complied with, especially in relation
to licensing laws.

• Any other duties as reasonably requested by the IT
Manager or Senior Leadership Team



• Logical and methodical mind-set with good attention to
detail.

• Ability to work as part of a team and independently, remaining
calm under pressure.

• Highly motivated, flexible and adaptable.
• Exceptional interpersonal and customer care skills.
• Current technical knowledge with a passion for continuous

professional development.
• Accurate record keeping using IT systems.

PERSON SPECIFICATION 

All candidates are required to meet the essential criteria set out below.

Please address in your application how you meet the following:

ESSENTIAL

• Ability to diagnose and repair problems with common software
packages such as Microsoft Office.

• Basic understanding of networking concepts - for example, an
understanding of the functionality provided by DHCP, DNS to
Windows desktops, and how to diagnose common
configuration problems on desktops relating to these
services.

• Thorough understanding of computer hardware – for example,
ability to upgrade RAM or change hard disks.

DESIRABLE 

• Familiarity with systems such as Artifax and
Spektrix – or other Customer Relationship
Management and Room Management Systems.

• Extensive knowledge of Windows 10, 11, Mac OS,
Linux, and Raspberry Pi operating systems.

• Experience administrating Microsoft 365 –
programs such as Sharepoint and Exchange.

• A good understanding of IT Network infrastructure
from Servers, Firewalls, workstations to cloud-
based systems such as Azure.

• Experience with financial/accounting IT packages
such as Sage.

• Accredited qualification in IT or equivalent
demonstrable experience.

• Interest in the arts and creative sector.
• Able to communicate in Welsh.



BENEFITS 

We’re a relaxed and friendly employer, offering hybrid working and flexible 
hours. Staff benefits include:

• 5.6 weeks of holiday per annum, including bank holidays, pro rata for
part-time positions

• Two free cinema tickets a month

• Free lunch when working in the building

• 20% off food and drink in the café bar

• Welsh at Work scheme

• Contributory pension scheme to which you will be auto-enrolled
(subject to the conditions of the scheme). The scheme enables you
to save for your retirement using your own money, together with tax
relief and contributions from the company

• Enhanced maternity and adoption pay, after a year’s service

• Access to an Employee Assist Programme

• Complimentary tea/coffee

• Support for continuous development

• Eye Care for DSE

• Secure bike racks

• Staff parking

• Staff socials




