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FOREWORD

www.jenkinsgroup.com/careers

Thank you for downloading our candidate briefing document. This briefing document will provide you with
important information; about us, the role, the qualifications, skills, experience and competencies required to be
successful in this role. If you are interested in joining our progressive company and meet our requisite skills and
experience for this role, then we look forward to receiving your application.

Key Dates

Please note that the closing date for receipt of completed
applications is Wednesday 18th May at 12 noon. Completed
applications must be sent to careers@jenkinsgroup.com.

Our assessment centre will be comprised of a written assessment and
interview. The written assessment will be sent via email link and
instruction on Wednesday 18th May and should be complete by Friday
20th May at 09:00am. Interviews are scheduled for Monday 23rd May.

Should you require any further information then please do not hesitate
to contact a member of our HR team.

Jane Moss
People Development Manager

mailto:careers@jenkinsgroup.com


JENKINS GROUP- OVERVIEW

Jenkins is a port-centric cargo handling,
warehousing and logistics business specialising in
the paper and forest products sector. Our
excellent customer service and engagement is
built from our strong operational performance,
carried out in a safe and compliant environment.
We have a solid record for outstanding service,
streamlined facilities, plus exceptional
management and logistic capabilities. Our
customers are typically global forest product
manufacturers and our core market is bulk and
containerised cargo shipments arriving into the
UK and Ireland by sea.

We have been operating for over 40 years, and
have grown to become the market leader in the
UK and Ireland. We are headquartered in Belfast,
Northern Ireland and operate in 13 different
locations across the UK and Ireland, including
Felixstowe, Belfast, Derby, Dublin, Hull, Liverpool
and Sheerness.



Our Stevedoring function specialises in forest
products and generally handles paper in rolls,
pallets, wood pulp, timber and plywood. We
also regularly stevedore shipments of RDF
(refuse derived fuel), waste paper, bulk
cement, grain and fertilisers.
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Stevedoring

Warehousing

We specialise in modern quayside warehousing
throughout the UK and Ireland. We store a
variety of commodities before onward
distribution. Our cargo is treated with the utmost
care and respect and we strive to keep to KPIs,
including low damage levels and efficiency and
productivity.

Our Transport function includes our own
dedicated fleet as well as selected haulage
partners to meet just in time requirements for
destination across the UK and Ireland.

Transport

Ships Agency

Our Ships Agency function arranges vessel
berth, all required port and husbandry services,
looks after the needs of the Master and the
crew, clears the ship with the port and other
authorities, prepares and submits appropriate
documentation, along with releasing or
receiving cargo on behalf of the customer.



ROLE SPECIFICATION
[Insert job spec]

THE ROLE IN CONTEXT

Job Purpose

This is a fantastic opportunity for a skilled individual to join a successful

Technical Team that delivers exceptional support to its end users. The role

will involve working closely with IT team colleagues to deliver an

outstanding support service across the business. Reporting to the IT

Support Manager, the individual will assist us in our drive for a high-

performance culture with continuous business improvement. The overall

purpose and focus for this role is to provide support for our IT infrastructure

and application support for our finance and warehouse management

systems to resolve issues with systems, networks and hardware. The IT

Infrastructure Technician is an agile role with the ideal person being

based out of either our Northern Ireland or Liverpool locations. The

standard hours of work are likely to be Monday- Friday 0800-1700.

Departmental Structure

IT Support Manager
Gerard McManus

IT Infrastructure 
Technician

Chief Financial Officer
Paul Prenter



ROLE SPECIFICATION
Functional Responsibilities:

• Assist users as required to set up systems or resolve issues;

• Provide 1st-2nd line operational support for infrastructure issues

• Troubleshoot system and network problems, diagnosing, reporting and 

solving issues;

• Replace parts as required (Printers, PCs, Switches);

• Manage third party hardware repair process;

• Contribute towards the creation and ongoing maintenance of technical 

documentation and provide material to support project deliveries and 

the ongoing operational support of services;

• Participate in new projects, including upgrades across Jenkins Group

• Travel to Jenkins locations as and when required

• Aware of GDPR responsibilities, handling data and information sensitively

Relationship Management Responsibilities

• Develop and maintain strong relationships across business functions and 

address queries professionally;

• Collaborate and cooperate with colleagues from all areas of the business 

to ensure excellent service to our customers;

• Ensure communication is effective and timely with internal functions, 

including Customer Services, Transport and Finance;

• Provide management with reports and updates as required;

• Support Senior Management in meeting departmental/team goals.

Continuous Improvement Responsibilities

• Adhere to stated policies and procedures relating to Health and Safety 

and compliance;

• Demonstrate the behaviours and standards expected in line with our 

company values;

• Continually expanding knowledge of our services to provide an informed 

perspective to both external and internal parties.



PERSON SPECIFICATION- CRITERIA
IN ORDER TO SUCCEED IN THIS ROLE, THE INDIVIDUAL WILL HAVE THE FOLLOWING CRITERIA:

Essential Criteria
• 2 years’ relevant IT support experience in a busy office environment;

• Demonstrable track record of providing support of PC’s, laptops, printers etc.;

• Demonstrable experience of providing support for MS Windows 8 and 10, Office 2013 onwards M365;

• Demonstrable experience of providing support with MS Windows Server 2012, 2016 and 2019. Server 

administration (AD, DNS, DHCP, GPO), delivered via both physical and virtual methods;

• Strong working knowledge of Cloud tech – Office 365/Azure;

• Demonstrable experience of Lan/Wan/Firewall/VPN; 

• Flexibility around out-of-hours work and travel to and across our different locations and conveniently 

based close to one of our largest sites in Belfast or Liverpool;

• Full UK driving licence;

Desirable Criteria
• Working knowledge of configuring and maintaining Linux servers;

• Demonstrable experience of working with templates and other configurable items to enable 

automation.



PERSON SPECIFICATION
THE KEY COMPETENCIES FOR THE EFFECTIVE PERFORMANCE OF THIS ROLE ARE:

Problem Solving

The ability to precisely gauge a situation and arrive at a positive solution, which 

takes into consideration defining the problem, devising alternatives and 

evaluating and implementing the most suitable solution.  

Planning, prioritising and Organising

Anticipates the work required to implement the business/ departmental plans.  

Determines workloads and resources required for implementation. Schedules 

activities and resources to ensure projects and operational plans are implement 

and sees work through to its successful conclusion.

Customer Service Orientation 

Delivers a high quality service in accordance with the agreed service provisions 

and standards expected from the role/ function. Is committed to providing an 

excellent service to ensure a high level of customer satisfaction is achieved.  

Understands the links between own personal professionalism and the possible 

impact on the company.

Flexibility/Adaptability

Ability to change priorities to meet others’ expectations. Adaptable to shift 

position on issues in response to a changing situation and an ability to overcome 

setbacks in order to achieve objectives

Teamwork and Collaboration

Supports a positive team environment where team members cooperate, 

participate and respect each other to achieve desired results.  

Collaborates across departments and the business towards a common 

purpose to achieve business benefit.

Risk Management

The ability to use knowledge and skills to identify and anticipate 

potential risk, analyse the risk and formulate the necessary plans to 

mitigate against the risk

Resilient

Ability to overcome setbacks in order to achieve objectives.  Ability to 

remain determined in adverse/ difficult circumstances

Diligence

Applies high levels of accuracy and precision to all tasks. Demonstrates 

attention to detail and is persistent in efforts to produce high quality and 

accurate work.

Analytical Thinking

Grasps information quickly and accurately in order to analyse 

implications of the evidence and recommends a specific course of action.



IN RETURN, WE OFFER:

• Salary circa £25,000-£29,000 dependent on experience;

• Opportunity for hybrid working after the completion of training;

• Free on-site Parking;

• Membership of a contributory Group Pension Scheme and a separate Life Assurance 

scheme;

• Professional Development Opportunities;

• Opportunity to be part of a leading and progressive group company at an exciting stage in 

our growth. 


