
 

 

Terms of Reference (TOR) 
   
Position Title   : ICT Lab Assistant  
Position Level  : S4/S5 
Unit   : Information, Communication and Technology Unit (ICT)  
Reporting Authority : ICT Officer  
Appointment Type : Full-time (Administrative Staff)  
 
1. Background 
The ICT Unit at Norbuling Rigter College is responsible for maintaining networks, systems, devices, 
software, and data security to support teaching, learning, research, and administrative functions. The Unit 
provides technical support, manages ICT facilities, and contributes to the college's digital transformation 
initiatives. 
To support these mandates, the ICT Lab Assistant is responsible for the day-to-day operation, 
maintenance, and management of computer laboratories and ICT facilities. The position ensures that ICT 
equipment, software, and laboratory resources remain functional, secure, and readily available to support 
academic and administrative activities. 
 
2. Purpose of the Position 
The ICT Lab Assistant shall provide technical and operational support for the management and 
maintenance of ICT laboratories, equipment, and facilities. The position is responsible for ensuring the 
effective functioning of laboratory infrastructure, providing first level technical support to users, maintaining 
ICT resources, and supporting the implementation of ICT related services and activities within the college. 
 
3. Key Roles and Responsibilities 

The ICT Lab Assistant shall: 
3.1. Carry out routine maintenance, repair, rehabilitation, and upgrading of ICT laboratory 

equipment, computers, peripherals, and related facilities. 
3.2. Monitor, inspect, and ensure the proper functioning of classroom and laboratory ICT 

equipment and facilities. 
3.3. Install, configure, and maintain computer hardware, operating systems, application software, 

and peripheral devices. 
3.4. Maintain accurate and up-to-date records of ICT laboratory equipment, facilities, software 

licenses, and inventory. 
3.5. Assist in diagnosing and troubleshooting hardware, software, network, and connectivity 

issues within laboratories and classrooms. 
3.6. Support faculty members and students during practical classes, examinations, workshops, 

and other ICT related academic activities as required. 
3.7. Assist the supervisor in preparing estimates, specifications, and costing for laboratory 

maintenance, procurement, and development activities. 
3.8. Support the implementation and maintenance of networking, internet, and communication 

services within the college. 
3.9. Ensure compliance with ICT policies, procedures, and security practices in the use of 

laboratory resources. 



 

 

3.10. Assist in the setup, configuration, and management of ICT equipment for institutional events, 
meetings, and training programs. 

3.11. Report technical issues, equipment faults, and maintenance requirements to the supervisor 
in a timely manner. 

3.12. Perform any other duties and responsibilities assigned by the supervisor or the college 
administration from time to time. 

 
4. Job Requirements 

The ICT Lab Assistant shall possess: 
4.1. Knowledge and skills in computer hardware maintenance, troubleshooting, and software 

installation. 
4.2. Basic understanding of computer networking, internet connectivity, and communication 

systems. 
4.3. Ability to carry out routine technical and maintenance tasks efficiently using appropriate tools 

and techniques. 
4.4. Good record-keeping, inventory management, and documentation skills. 
4.5. Ability to provide technical support and assistance to students, faculty, and staff in a 

professional manner. 
4.6. Good communication and interpersonal skills. 
4.7. Ability to work independently as well as collaboratively within a team environment. 
4.8. A proactive approach to problem solving and service delivery. 
4.9. Punctuality, reliability, and commitment to maintaining a professional work ethic and 

presence at the workplace. 
 
5. Reporting 
The ICT Lab Assistant shall report directly to the ICT Officer and work under the overall supervision of the 
Dean of Academic Affairs as prescribed by the organizational structure of the College. 
 
6. Required/Minimum Qualifications & Experience/Preferences  

6.1. VTI Graduate in Computer Hardware and Software Maintenance. 
6.2. Preference will be given to candidates with experience in the relevant field at professional 

positions or equivalent.  
 
7. Required Skills and Competencies   

7.1. Conversant in the area of responsibilities both in terms of technical know-how and changing 
environment. 

7.2. Good communication skills both in terms of writing and speaking.  
7.3. Ability to keep up-to-date information in the area of responsibilities and provide timely 

information for informed decision-making.  
7.4. Ability to work in teams and ready to work beyond working hours. 


