
BOMBAY CHARTERED ACCOUNTANTS’ SOCIETY 

 

Manager - Information Technology  

Job Description 

As an information systems manager, or IT manager, you will be responsible for a secure and 

effective operation of all computer systems, related applications, hardware and software that is 

used within the organisation. 

Key responsibilities: 

 To support and monitor existing infrastructure, perform preventive maintenance work and 

backup for ensuring effectiveness. 

 To ensure effective use of IT technology in various functions of the Society.  

 To manage existing software, software licenses and other elements of the IT system, such as 

databases, to meet the needs of the organisation.  

 To ensure effective security of all IT resources and data. 

 To coordinate and support the Society’s website, presence on various social media 

platforms. To ensure robust IT infrastructure including networking and internet connectivity. 

 To manage IT team. 

 To liaise with vendors for the ongoing support and maintenance of relevant hardware and 

software.  

 To contribute to team effort by accomplishing related results as needed. 

 To ensure scheduling of backup jobs, restoration of data, monitoring backup job and 

troubleshooting in case of backup failed. 

 Monitoring the server performance and updating server on a continuous basis. 

 Managing the active directory. 

 Managing folder sharing, security permission and troubleshooting. 

 To upgrade the infrastructure projects, for meeting Society’s goal. 

 To maintain records of the infrastructure assets of the society. 

 To maintain records of the trouble shooting and actions taken for the same, as this would 

facilitate the future problem resolution. 

 To ensure that all the work flows and processes followed are in accordance to Society’s 

policy 

 

 

Qualification and experience:  

 A Bachelors/ Masters Degree in Computer Software with 5+ years of experience 

 Well versed in systems development, database management and programming, specifically 

knowledge of JAVA, SQL database and Tally 

 Should possess leadership skills and negotiation skills  

 Project management experience  

 Basic knowledge of IT Networks 

 Knowledge of server and hardware used in the society 



 Knowledge of various devices used such as Wi-fi, iPad, iPhone, Blackberry email 

configuration. 

 Should have the knowledge and ability to configure  email ids in MS Outlook, Outlook 

Express and trouble shooting 

 Should have the updated knowledge of operating system (Windows 98, Windows XP, 

Windows Server 2000, 2003, 2008 and 2012)  

 

Interested candidates may send their resume at bca@bcasonline.org or gm@bcasonline.org 
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