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HORNBEAM ACADEMY [RUST





JOB DESCRIPTION
Job Title:

ICT Technician
Grade: 


Scale 5
Range: 


22 - 25


Responsible to: 
Associate Principal 



Job Purpose
· The IT technician is responsible for the effective operation of all IT systems, hardware and software at Hornbeam Academy Trust. This includes all printing, audio visual equipment and computers. 

Duties and Responsibilities:

1. To assist the Associate Principal (Data and IT) in strategic planning for IT.

2. To develop the use of IT in learning, teaching, management and administration.

3. To be responsible for liaison with external providers for the implementation and development of the IT network at Hornbeam Academy Trust.

4. To ensure IT fully and effectively supports learning, pastoral care, management and administration in the school.

5. To ensure robust systems of asset management and tracking are in place.

Key Tasks:

Assist in the strategic planning for IT

1. To meet regularly with other Technicians and the Associate Principal to ensure that the implementation of best-practice occur on all sites.

2. To evaluate the effectiveness of the IT provision in the trust and suggest improvements.


Operational


1. Inspection and Repair

a. Carry out inspection, maintenance and first line repairs on non-leased IT equipment. 

b. Carry out inspection, maintenance and first line repairs on computing and related equipment. 

c. Check for normal operation/function basic diagnostics, battery changing, releasing jammed discs, changing printer cartridges, setting up and adjusting hardware.

d. Keep inventory of all works carried for future maintenance cycle planning. 

e. Maintain and repair all IT/ portable equipment and ensure best value is adhered to by ensuring that repairs are carried out internally or using approved external providers as required.

2. Inventory and Asset Register

a. Maintain an asset register of all IT related equipment.

b. Assist departmental staff in maintaining inventory records.

c. Inform Associate Principal (Data and IT) of changes to the asset register.

3. Software

a. Carry out installation of software and upgrades.

b. Assist in the management of whole school software.

c. Keep records of all licenses with appropriate renewal dates.

d. Advise school on copyright matters and assist with logging of software.
4. Audio visual Equipment

a. Ensure audio-visual equipment is always in good working order.

b. Set up audio-visual equipment for all assemblies and events.

5. Maintain links with outside agencies e.g. LEA, and third Party suppliers.

6. Liaise with teaching staff on a regular basis to ascertain IT support requirements.

7. Source quotes and produce orders for IT equipment replacement and renewal.

8. Comply with the Trust’s policies and procedures relating to child protection, health and safety, data protection, equal opportunities, resource management and employment.

9. Maintain confidentiality regarding the Trust’s data.
10. Contribute to the overall ethos, aims and reputation of the school.

11. Support the key priorities of the Trust
12. All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time. Variation may also occur to the duties and responsibilities without changing the general character of the post. 

ICT Technician
PERSON SPECIFICATION
Qualifications

Essential

· Degree or equivalent, or professional vocational qualification or significant relevant experience in a similar environment. 
Desirable 

· Professional qualification in an IT Service related discipline.
Experience
Essential

· Previous experience of working in a busy IT support and customer service role.
· Proven experience of supporting Microsoft based operating systems with emphasis on Windows 7, 8+ and various software packages including Microsoft Office on a Windows Server network.
· Proven experience in setting up, configuring, troubleshooting and using the types of devices customers use to connect to network, including; PCs, Smartphones, tablets, multifunctional printers/copiers/scanners.
· Demonstrable experience of using Service Desk software ensuring that full account is taken of customers’ real and stated needs in the delivery of IT services.
Desirable
· Working knowledge of the IT infrastructure and the IT applications and service processes used within a School environment or similar complex organisation.
· Proven experience in supporting iOS and Android devices.
· Demonstrable experience of providing training to end users.
Skills & Attributes
Essential
· Ability to think logically, be accurate and methodical and demonstrate practical troubleshooting and problem analysis techniques.

· Ability to multitask and keep calm under pressure.
· Demonstrable understanding of the importance of excellent customer service and excellent communication skills with the ability to communicate effectively with technical and non-technical colleagues at all levels.
· Attention to detail and ability to show initiative and proactive approach. 
· Ability to interact confidently and professionally with users to establish what the problem is and explain the solution.
· Ability to prioritise your workload and perform under pressure and to deal effectively with conflict.
· Self-motivated with the ability to work effectively within a team and to work flexibly.
· Need to have a strong work ethic.
· A willingness to learn, keeping up with IT related qualifications and continuous professional development.
