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CENTRAL FOUNDATION GIRLS' SCHOOL
(Voluntary Aided)
25-33 Bow Road, London E3 2AE
The Governing Body invites applications from well qualified and experienced candidates for the following position, which becomes available immediately
IT Technician
Grade: Scale 5, Spine Point 22-25   

Salary: £ 24,618 – 26,658
(8:00am – 4:00pm 35 hours per week –All Year Round)

RESPONSIBLE TO:  Network Manager
JOB DESCRIPTION

OVERALL PURPOSE OF THE JOB

To be responsible to the Network Manager via the line management structure for the provision of a comprehensive technical service to the school. To work as part of a team and to have personal responsibility for a section of the technical service.

Main activities and responsibilities:
General Organisation 
1. To meet the administrative and teaching requirements of staff and students by setting up and maintaining systems as needed.

2. To work as a team with other IT technical staff to provide technical support for all aspects of the school’s IT operations.

3. To administer the intranet, backups, email, wireless systems, LAN and VLAN.
4. To ensure the computers, laptops, printers, interactive whiteboards, projectors, audio and other IT hardware are working to their maximum potential; ensuring that all problems are fixed quickly and efficiently.

5. Install and upgrade school software and to offer support on a range of software such as Microsoft Office, Mac OS, School’s MIS, Image and video editing and other curriculum specific software.
6. To respond to Helpdesk requests from users and actively follow up unresolved issues with internal staff.
7. To set up user accounts, permissions and passwords to allow access to the network.
Resources 
1. To check deliveries for accuracy and to maintain an up to date IT asset register including carrying out IT stock checks. 
2. To identify equipment needs in consultation with the teaching staff and the Network Manager and participate in selection of new items of equipment. To be aware of new developments in IT and to be able to use available resources / equipment within the school.
3. To organise and store equipment, apparatus and materials in accordance with the Faculty’s, Local Authority’s regulations and Health & Safety legislation where appropriate.
4. To set up and maintain the school’s specialist IT resources.
5. To participate in the development of IT technical facilities to meet teaching and learning needs.
Maintenance

1. To be responsible for the maintenance of the cashless catering system ensuring it is operational and liaising with supplier as necessary.
2. To maintain, clean, service and repair and/or arrange for the maintenance and repair of IT equipment

3. Ensure the school’s network is protected from viruses and malware threats

4. Ensure the regular maintenance of network devices (servers, switches, wireless access)

5. To regularly update computer images, install latest updates, drivers and software
Preparation 
1. To prepare a range of IT equipment for safe and ready use by staff and students.
2.  To set up and on occasion carry out IT demonstrations and training.
3. To ensure that the requirements of IT examinations / assessments are met, including     preparing, setting up and testing materials and equipment.
Technical Advice and Assistance 
1. To provide technical advice and assistance to school staff and students, assisting in classes as appropriate.
2. To advise teaching staff of technical requirements needed by the curriculum and to contribute to its development.
3. To provide training for staff if required or where new systems/software is introduced.
Supervisory 
1. To supervise as and when required, trainee technicians and work experience students within the team under the direction of the Network Manager. 
Safety and Security 
1. To ensure that satisfactory standards of safety and security are maintained in relation to the working practices of the IT Technical team, in accordance with the School’s and Local Authority’s policies and Health and Safety at work legislation.
2. To ensure security is at the right level.
General Liaison 
1. To liaise with other faculties within the school and with other establishments and appropriate sections of the Council and external agencies as necessary.
2. To carry out other technical duties as required by the Network Manager, to support the successful management and operation of the school.

PERSON SPECIFICATION

	
	     Essential
	      Desirable


	Qualifications
	· 5 GCSEs at grade A*-C to include  English and Maths 

	· ‘A’ levels or equivalent
· Other related IT degree
· Degree in IT/Computer Science 


	Experience
	· Experience of working as part of a team.

· Experience of diagnosing and resolving technical errors
· Recent experience of supporting the Windows environment

	· Experience of working in a school environment
· Experience of using SIMS

· Experience in configuring wireless networks. 
· Virtualisation experience in either Hyper-V or VMware.
· Experience of using a Helpdesk Incident logging package

	Knowledge /
Skills
	· Excellent listening and communication skills, both oral and written. 

· Knowledge of a range of common software used in a school and the ability and willingness to learn new software applications in order to support the curriculum 
· An ability to respond technically to changes in curriculum content and teaching method.
· Excellent customer service skills with the ability to explain technical issues to non- technical users.
	· Working knowledge of relevant policies / code of practice / legislation in relation to child protection.
· Knowledge and understanding of relevant Health and Safety issues.
· Ability to assist the IT Manager with project work to grow the effective use of technology for students and staff.

	Personal Qualities
	· An excellent attendance and punctuality record.
· A desire to make a positive difference in student’s lives.
· The ability to relate to other staff at the school and to work co-operatively with others. 
· A willingness to work proactively to support the ethos of the school

· To be able to use own initiative, work independently and meet deadlines.

·    An understanding of, and commitment to, the School’s equal opportunities policy and aims and an ability to contribute to the implementation of these policies through the duties of the post. 
·    A commitment to own professional development  
· To actively support the Schools’ policies and ethos.
	· Resilience. 



	Technical 
	· Good working knowledge of Windows, Microsoft Office and other common client-server software.

· Understanding and working knowledge of Active Directory, exchange mailbox administration, group policies, domain controllers.

· Good knowledge of Routers, Switches, and wireless and other networking technologies, including TCP/IP, DNS & DHCP.

· Working knowledge of MIS used in schools.

· Strong understanding of backups and restoration methods.

· IT security best practices. 

	· Knowledge of Mac OS would be

   an advantage. 
· Knowledge of Mobile devices and
   integration with Office
   applications.

· Knowledge of deployment tools 
· Good understanding of Cloud services and apps

	
	· 
	· 



A completed application form with supporting statement addressing the selection criteria should be returned to the Headteacher by 9.00am on 
Wednesday 6th June 2018
 Ms. E Holland

Headteacher

April 2018
To be a member of the Support Staff team and to support colleagues as necessary.  Such other relevant duties commensurate with the grade of the post as may be assigned by the Headteacher in agreement with the postholder.  








