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Checklist on the Duties and Responsibilities of an
Information Tech Consultant

Client Assessment
e Understand the client's business needs and objectives: Conduct interviews
and workshops with key stakeholders to understand the client's strategic
goals and how technology can support them.
e Assess the client's current IT infrastructure, systems, and processes:
Review existing systems, hardware, software, and network architecture to
identify strengths, weaknesses, and areas for improvement.

Recommendation Development
e Propose suitable IT solutions, technologies, and strategies: Based on the
assessment, recommend specific technologies, software applications,
and IT processes that align with the client's goals and budget.
e Develop detailed implementation plans for recommended solutions:
Create timelines, resource plans, and risk management strategies to
ensure a smooth implementation process.

Implementation and Deployment
e Oversee the implementation of IT solutions: Work closely with technical
teams to ensure that solutions are implemented according to plan and
meet quality standards.
e Ensure solutions are deployed efficiently and effectively: Monitor the
deployment process, troubleshoot any issues that arise, and provide
support to the implementation team.

Technical Support
e Provide technical support to clients for implemented solutions: Address
user inquiries, troubleshoot technical issues, and provide guidance on
using new systems or software.
e Troubleshoot and resolve technical issues as they arise: Use
problem-solving skills and technical knowledge to quickly identify and
resolve issues that may impact the client's operations.

Project Management
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e Manage IT projects from initiation to completion: Develop project plans,
track progress against milestones, and communicate project status to
stakeholders.

e Ensure projects are delivered on time and within budget: Monitor project
expenses, manage resources effectively, and identify and mitigate risks to
project delivery.

Training and Documentation
e Provide training to clients on new technologies and systems: Develop
training materials and conduct training sessions to ensure that users are
proficient in using new systems.
e Create and maintain documentation for implemented solutions: Develop
user manuals, system documentation, and troubleshooting guides to
support ongoing operations.

Stay Updated
e Keep abreast of the latest IT trends, technologies, and best practices:
Attend conferences, webinars, and training sessions to stay current with
industry developments.
e Continuously update skills and knowledge through training and
certifications: Pursue certifications in relevant technologies to enhance
expertise and credibility.

Client Communication
e Maintain regular communication with clients to provide updates on
projects and address any concerns: Schedule regular meetings with
clients to review project status, discuss issues, and gather feedback.
e Ensure client satisfaction with implemented solutions: Solicit feedback
from clients and make necessary adjustments to ensure that solutions
meet their expectations and needs.

Quality Assurance
e Ensure that implemented solutions meet quality standards and comply
with relevant regulations: Conduct quality assurance reviews to verify that
solutions meet performance, security, and usability requirements.
e Conduct regular quality checks and audits: Perform regular audits of
systems and processes to identify areas for improvement and ensure
compliance with industry standards.
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Collaboration

e Collaborate with other team members, such as developers, engineers, and
project managers, to achieve project goals: Work closely with
cross-functional teams to ensure that project requirements are
understood and met.

e Work closely with clients to ensure their needs are met: Build strong
relationships with clients and act as a trusted advisor, providing guidance
and support throughout the engagement.

Advisory Role
e Provide advice and guidance to clients on IT-related matters: Offer
strategic advice on technology investments, system upgrades, and digital
transformation initiatives.
e Help clients make informed decisions about their IT infrastructure and
systems: Provide insights and recommendations based on industry best
practices and client-specific needs.

Problem Solving
e Identify and resolve complex IT problems: Use analytical skills and
technical expertise to diagnose and solve complex technical issues.
e Develop innovative solutions to address client needs: Think creatively to
develop solutions that meet client requirements and drive business value.



