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POSITION DESCRIPTION  -  IT Technical Co-ordinator

Computer IT Employee Stream
Level 5
QUALIFICATIONS:

Tertiary qualifications at Associate Diploma/Diploma level or equivalent qualifications relevant to the position will be required by the employer or knowledge, qualifications and experience that are determined by the employer as necessary to successfully carry out the duties of the position.

ROLE STATEMENT:
The IT Technical Co-ordinator position is integral to the delivery of technical support and information communication management at the College.  The role holder of this position will be involved in a range of tasks in a variety of contexts in a team environment with general supervision.   As a member to the ICLT Team, the IT Technical Co-ordinator supports the team’s objective of providing the highest level of service to the College community.  The IT Technical Co-ordinator operates with the Catholic educational environment and culture and will be supportive of the Catholic ethos and mission of the College.
CHARACTERISTICS:
The employee in this position is required to demonstrate competency involving self directed application of knowledge with substantial depth in some areas.  

· Excellent organization and interpersonal skills to work with staff, students, parents and the College community
· Well developed ICT skills and experience in working in both Apple and Microsoft environments, within an educational environment.
· Ability to work in a highly confidential and at times demanding environment
· Attention to detail and understanding of a range of sources
· The ability to occasionally work outside of normal business hours to support after hours events
· Excellent time management skills and the ability to prioritise tasks in an environment with limited time constraints and set routines. 

· Work is performed under general supervision and/or broad guidance depending on function.  
· An employee in this position will have responsibility for the planning and management of others, supervision and training of other staff.
TYPICAL DUTIES/SKILLS:


Typical duties performed include, but are not limited to:

· Assisting with systems analysis and design in relation to the development and maintenance of computer systems; and assisting with application programming (eg modification of package systems; and investigation of malfunctions in operational programs).

· Manage or undertake ICT projects assigned by the Principal or delegated senior leadership representative.

· Organisation of student and staff College device (iPad & Laptop) acquisition, deployment and maintenance.
· Assist Curriculum Leaders in providing effective NAPLAN testing as required by QCAA. 
· Troubleshooting various technological issues throughout the College

· Ordering and developing a maintenance plan for hardware and software

· Provide technical advice and support on the installation and maintenance of College audio visual equipment.

· Providing extensive training to staff.
· Document ICT support procedures and policies.

· Supporting, and working in collaboration with, the College’s ICT team, to achieve learning outcomes as identified within the College Strategic Plan.
· Supporting staff in the classroom in using ICT within the curriculum

· Maintaining online services, such as; Airwatch, Office 365, assets via Oliver (BCE resource data base) and relevant software
· Willing to attain professional development in various aspects of ICT

· Contacting various suppliers of hardware and software in developing solutions for the development of the school’s ICT infrastructure, and establishing relationships for purchasing and servicing. Provide advise on quotes to purchase IT and AV equipment for College.
· Setting up ICT equipment in classrooms or various events as required

· Ensuring that the College’s network is maintained with suitable backup and redundancy procedures, including servers, switches, access points and utilising its software.
· Administering the College’s Portal (SharePoint)
· Managing the staff and students accounts on the network 

· Maintenance and repair of equipment and arrange for major repairs of ICT infrastructure with external providers as required. Ability to assess and diagnose devices for warranty and insurance purposes, including reviewing costs and quotations. 
· Maintain stocks of consumables as required
· Maintain relevant records e.g. asset register, stocktake, breakages
· Checking back up of data as required

· Assist in the planning of annual ICT budget
· Maintain confidential information within strict guidelines in relation to school financial and personal information
REPORTING AND OTHER RELATIONSHIPS:

 
The role holder is responsible to, and reports on, all aspects of the role to the Business Manager. Ultimately, the role holder is responsible to the Principal.

Relationships of significance exist with other member of the College leadership team. 
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