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IT TECHNICIAN


JOB DESCRIPTION


Contract:	52 weeks – Full Time

Hours of Work:	36 hours per week
	Monday – Thursday 8:15am to 4.30pm Friday – 8:15am to 4:15pm

Salary:	 

Holiday Entitlement:		28 days

Responsible to:	IT Manager

Under the overall supervision of the IT Manager, deliver a first class ICT support service to staff and students to ensure the network, systems and devices are working to optimum levels. To support teaching and learning which secures excellent outcomes for all You will look after all the IT systems in the School.
Key Responsibilities
· Maintain the efficient operation of the school’s ICT Infrastructure and equipment to ensure full functionality for student and staff use.
· Provide technical support for staff and pupils.
· Add / Delete staff and pupils from the Network as and when needed.
· The setting up of user permissions
· The maintenance and allocation of email addresses.
· To help maintain access to Google Classroom and email addresses O365.
· To support the School’s Management Information System.
· To support the Cashless Catering System.
· To maintain all software applications used in School, both curriculum and administrative.
· To ensure the system is backed up daily.
· Monitor the Server Infrastructure.
· Monitor the Network Infrastructure.
· Monitor the Wireless System.
· To support and maintain the CCTV and Telephone Systems.
· Carry out server and antivirus protection updates.
· Setup the AV for the weekly Assemblies.
· To assist in the running of ICT and AV at School events e.g. – Open Evening.
· Setup the laptops \ PC’s ready for Exams.
· Zoom - Parents evening (School Cloud) – ensure webcams in classrooms are working.
· Record Video’s when required and use editing software.
· Help the Music department with troubleshooting MacBook’s.
· Maintain the Printers / Photocopiers toner when needed.
· Produce badges for new staff and 6th form.
· Maintain the School IT Audit across the School. Ensure the IT consumables are audited and ordered as required.
· To recognize any potential problems for the Network and take preventative action.
· Ensure the health and safety of the equipment and operation including safe transit of equipment, assembly and dismantling of equipment and materials, cleaning, and storage.
· Ensure the systematic checking, cleaning, security, and integrity of all classroom equipment. Whiteboards \ Projectors.
· Provide training for staff as and when needed to ensure the safe and effective use of software and hardware.
· Ensure that copyright, data protection and licensing regulations are always upheld.
· Ensure effective value for money when procuring ICT resources for the school.
· Keeping up to date with current developments in ICT by relevant training and research.
· Prepare written notes on all fixes.
· Assist with the preparation of maintenance programs.
· To show flexibility and a willingness to undertake various tasks of an “ad hoc” nature that is outside of the scope of your normal duties.




























IT Technician Person Specification
	Education and Qualifications
	Essential
	Desired

	BTEC OND \ HND \ BSc – Computer Studies
	
	X

	Experience
	
	

	Experience of working in a school environment
	X
	

	Managing an ICT network effectively
	X
	

	Knowledge and Skills
	
	

	Understanding of Windows Server 2016
	X
	

	Knowledge of O365, Azure Active Directory
	            X
	

	Ability to troubleshoot, configure and maintain the school’s infrastructure of Servers, PC’s, laptops, Projectors, Interactive Boards, Printers and Cabling
	            X
	

	Knowledge of Virtualization (VMware, Hyper-V)
	X
	     

	Knowledge of Aruba Switches, Wi-Fi
	
	         X

	Knowledge of Barracuda
	
	         X

	Knowledge of Google Classroom
	
	         X

	Knowledge of SharePoint, One Drive, Teams, OneNote
	
	         X

	Knowledge of Sims, Sims ID, Cashless System, Inventry, Papercut, CCTV – Hikvision, Alien, Teams, Zoom, GLAssessment
	
	         X

	Knowledge of Apple Network
	
	         X

	Knowledge of Adobe Premier Pro or any video editing and compressing software
	
	         X

	Personal Attributes
	
	

	Ability to priorities’ and manage workloads
	X
	

	Good interpersonal skills and ability to work with staff and pupils
	X
	

	Organised and good attention to detail
	X
	

	Works well as a member of a team and to contribute imaginatively to team development and problem solving
	X
	

	Proactive nature and eager to Learn
	X
	

	Ability to work to tight deadlines
	X
	

	Maintains confidentiality
	X
	

	Flexibility including the willingness to adjust working hours to meet the needs of the school
	X
	

	Awareness and understanding of Safeguarding and Child Protection issues
	            X
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