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JOB PROFILE

Post title:   

ICT Technician
Responsible to: 
MAT Technical Services (ICT) Manager
Grade:


QKS salary scale E14 – E15
Hours:
37 hours per week (term time only plus 4 weeks). There will be the occasional requirement to attend school events held in the evenings
 
Job Purpose

The ICT Technician will be a member of a multi-disciplinary team across the trust. Primarily based at Walney School, you will be part of a trust wide team and expected from time to time to support the IT function across the Trust. You will support the use of ICT within the schools environment through maintenance of ICT software, hardware and related equipment. Providing support to staff and students to ensure administration and learning outcomes are maximised.

Accountabilities/Duties
1. Installing, checking and maintaining computer hardware across the school, including telecommunications equipment attached to computers.

2. Managing computer systems including checking backups, deleting files, implementing system security.
3. Daily monitoring of security systems and raising any issues accordingly
4. Installing and supporting new software as required by departments.

5. Providing support for new ICT developments (Eg, wireless, email, intranet, etc).

6. Ensure that all staff have correct access to the schools computer systems and that this is properly maintained.

7. Maintain the ICT Helpdesk service and arrange for issues and problems raised by users to be dealt with promptly.
8. Provide support in the maintenance of the School’s MIS system (currently SIMS).

9. Keep adequate records of faults related to the computer systems at the school.

10. Maintaining servers as required. 

11. Ensuring computer kit is in a tidy state.

12. Assisting staff and students to use computers and associated equipment.

13. Setting up hardware and software for class use as required.

14. Maintain the school website as required.

15. Produce databases as required.

16. Receiving and checking goods and invoices. 
17. Providing technical assistance with school events during and outside school hours as required (Eg, setting up lighting rig, sound equipment, microphones, running said equipment, etc).

18. To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.

19. Other duties commensurate with the role and grade of post as required.

Key Relationships
1. Sharing and receiving information with the colleagues in my team.

2. Advising staff and students, on best practise/school policy with ICT and on any planned developments.

3. Key suppliers in relation to ordering kit
4. Reporting print readouts to toner supplier for billing & ordering said toners from supplier.

Working Environment
· Primarily indoors
· Occasionally outdoors
· Occasionally at heights
· Support at other schools in the trust (when the need arises)
Person Specification: ICT Technician
	
	Essential
	Desirable

	Academic Qualifications/

Professional Qualifications
	· Evidence of post-compulsory education achievement (e.g. Level 2 or similar) in a relevant subject.
	· Higher Education Study

· Recognised apprenticeship

· Relevant short courses attended

	Skills/Experience
	· Good technical ICT skills

· Experience of installing software and upgrades on PCs.

· Familiar with a range of ICT equipment including digital cameras, laptops, computers, printers, switches, projectors, etc.

· Up to date knowledge of the MS Windows & Office environments

· Familiar with the Windows Server 2008 R2 and Windows Server 2012 environments.

· Knowledge of Active Directory, DHCP, Group Policy and other Windows Server tools.

· Familiar with recording and sound equipment. Eg, Mixers, minidisk, radio mics and computer based editing software.
	· Familiar with the use of a range of music applications such as audio file conversion tools, Sibelius, Audacity, etc.

· Familiar with theatre lighting rigs and projection facilities.

	Physical Skills
	· Ability to use keyboard and mouse accurately as forms essence of role.

· Manual handling skills are required for safe lifting and handling of equipment.

· Ability to use hand tools, Eg, screwdrivers.
	

	Specific Skills/ Qualities Required
	· Good interpersonal skills characterised by enthusiasm, commitment and flexibility.

· An ability to work effectively as a member of a team.

· Good organisational skills.

· Good spoken communication skills.

· High levels of personal initiative.

· An understanding of, and commitment to equal opportunities in practice.

· Willingness to undertake further training.

· A full driving licence.

· Willingness to work extended hours as required.
	· Daily use of a vehicle.


Additional Information

