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DERBY college




	Resource Technologist

Reporting to Library Services Co-Ordinator



	Hours                               37 hours per week, 52 weeks per year
Contract Type                 Support

Holidays                          20 per year subject to service increases

Salary                              £16,529 Fixed Point


	Job Purpose
To support the College in providing basic IT/ILT and Library Support to staff and learners.

   

	Key Responsibilities
· Provide basic software and hardware support to the College users and log IT support calls as appropriate.

· To assist College users with their enquiries and information needs, using or directing them to appropriate information sources and where necessary, providing basic assistance in the use of those resources.

· To operate daily services, including the booking, issue and return of paper and electronic resources and equipment.

·  To assist with the maintenance of the online library catalogue for all Library resources and equipment.

· To provide ILT and systems support for students/staff on an individual or group basis. To raise awareness of and advise others on the use of on-line and web based learning materials.

· To maintain an awareness of current IT issues

· To maintain an awareness of and adhere to current IT Services and ILT support procedures

· To take responsibility for ones own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.



	Competencies
· Customer Service

· Organisational skills

· Interpersonal

· Team working

· Time Management

· Problem solving


	Knowledge

· Microsoft Technologies

· Knowledge of data protection.

· Knowledge of equal opportunities

· Knowledge of copyright law.


	Qualifications
· Relevant Level 2 qualification in Administration and/or Customer Service or willing to work towards

· Level 2 English
· Level 2 Maths
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