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ROLE SUMMARY

Autoridade Nacional do Petrdleo e Minerais (ANPM)is Timor-Leste public
institution, created under Decree Law No. 1/2016 of 9'h February, 15t amendment

of Decree-Law No. 20/2008 of 19'h June, on the Autoridade Nacional do Petrdleo,

responsible of managing and regulating petroleum and mining activities in Timor-
Leste area, both offshore and onshore.

The ANPM is to establish and supervise compliance with the enacted rules and
regulations covering the exploration, development, production, transportation and
distribution of petroleum, natural gas resources and mineral. It is also tasked to

develop a strong petroleum and mineral management institution in Timor-Leste.

As a public institution ANP runs several programs fo provide assistance for Timorese - National
in the area of work practices through one of the programs, namely Graduate Internship
Program (GIP), which is to assist the Timorese graduates to introduce to them to real work
practice and work life to be a professional employee in the future and to assist their career

advance once they seek for the job and work for certain organization in the future.
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PRINCIPAL ACCOUNTABILITY
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Maintain and ensure presence in the office within the program period

Expected to communicate with supervisors effectively regarding absence to the office
due to sick, personal matters, etc.

Learn with IT Helpdesk team in managing the request from user end of Hardware,
software, network, data sharing, audio and video conference, and telephone system
through the helpdesk system.

Learn with IT Helpdesk team in managing day to day IT requests through the
application of manage engine.

Learn with IT Helpdesk team on how to froubleshoot IT issues such as printer, Windows
Operations Systems, data cabling including making the repair and maintenance of
damage laptops.

Learn with IT Helpdesk team in managing Voice over Internet Protocol (VolIP) System,
Learn with IT Helpdesk team in managing wireless system,

Learn with IT Helpdesk team in monitoring abnd resetting users'windows
authentication .

Learn with IT System Analyst to deal with relevant directorate for website publication.
Learn with IT System Analyst to create new database template based on user end
needs.

Learn with  IT System Analyst in monitoring and managing ANPM's E-license, E -
recruitment,etc.

Learn with IT System Analyst in managing and monitoring file transport protocol (FTP).
Learn with IT System administrator in managing and monitoring Virtual server

Learn with [T System Administrator on how fo plan, analyse, configure and manage
data backup

Learn with T System Adminisfrator on configuring basic Cisco networking.

Learn with [T Information system and network security on basic IT security system such
as: proxy, firewall, ids/ips, antivirus, etc.

Learn with information system and network security on basic networking
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3. QUALIFICATIONS, SKILLS AND PERSONAL ATTRIBUTES

3.1 Essential
3.1.1  Must be Timor — Leste National
3.1.2 Terfiary Qualification in Information Technology Science
3.1.3  Minimum 2.5 GPA on all coursework carried graduate credit;
3.1.4  Ability to communicate well in English (written and verbal);
3.1.5 A high degree of self motivation, fime management, use initiative and set targets;
3.1.6  Ability to demonsirate a high level of confidentiality and business ethics;
3.1.7 Knowledgeable of computer literacy
3.2 Desirable

3.2.1 Good working knowledge of:

Information Technology Infrastructure Library

IBM Lotus Notes administrator and client configuration

Network infrastructure management

Database concept in lotus notes
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