
      [image: image1.png]


       AES Job Description – Professional Support Staff
	Name: 
	Team: IT


	Post : IT Technician
	Band: 2 - mid


	Date appointed to post: 
	Date appointed to school: 


	Senior Line Manager:  AHT: Progress and Achievement

	Immigration Status: 

	Line Management Responsibilities:  None


	Hours: 37 hours




	Line Manager:
	IT Manager

	JOB PURPOSE: 
To provide ICT support to all users and to manage and maintain the schools IT systems.


	IT TECHNICIAN:

· To work as part of the IT Support Team to provide IT support to all users
· To maintain the school’s IT systems and infrastructure including cabling, patch panels, switches and IP addresses.
· To install, upgrade, and maintain relevant hardware and software.
· To maintain a fully comprehensive and up to date asset register of all IT hardware within the school
· To carry out proactive checks within the school’s IT systems
· To order new equipment and resources
· To ensure data back-ups are maintained and stored appropriately
· To check and refit printer toner and cartridges and carry out periodic  maintenance
· To ensure computer suites are fit for use each day for teaching and check all is in good order at the end of the day, including cleaning the screens as appropriate.
· To maintain computer files by updating/deleting information as appropriate
· To maintain print management software and paper supplies for all printers.
· To liaise with the service provider or maintenance contractor to address simple faults which do not require a site visit.
· Undertake basic network maintenance 
· To provide technical support for video wall and conferencing 
· Contribute to policy development e.g. use of internet policy, data protection policies, and the IT strategic plan and vision for development, including the development of multi-media technology across the curriculum.
· Keeping up to date with new technology and advising others as appropriate
· Giving advice, guidance and training to users where necessary
· Advising users of appropriate usage.
· To attend relevant training and IT exhibitions
· Ensuring adequate stocks of peripheral IT equipment
· Maintain the School’s broadband internet service, including the cache proxies and internet filtering
· To help manage and maintain the school’s virtual learning environment and support staff and student in using it.
· To support staff with and maintain the Apple Mac suite in Music
· Maintenance of whiteboards and projectors in classrooms


	ADMINISTRATIVE/CPD:

· Be the single point of administrative contact with the IT team.

· Develop IT procedures and policies

· Maintain IT helpdesk, logging incidents, running reports on outcomes and efficiency.

· Maintain databases of applications, licences and inventories of equipment 

· Attend whole school events, when required, to support technical requirements.

	GENERAL:
· Work as part of IT Team to support student and staff well-being 
· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.
· Attend relevant school meetings as required

· To respect confidentiality of all  IT information at all times

· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy. 

· To understand, promote and act in accordance with  the school’s policy and practice regarding  safeguarding and the welfare of children and young people 

· The duties are neither exclusive nor exhaustive and the post holder may be required by the IT Manager or Headteacher to carry out appropriate, reasonable additional duties within the context of the job, skills and grade.


	INTERNATIONAL ETHOS:
· To support and promote the school’s distinctive ethos and curriculum

· To support the school visits programme as appropriate e.g taking part in a visit, supporting Globex etc
· Be familiar with the varying needs and characteristics of different faiths and cultures



AES PERSON SPECIFICATION
IT Technician / Administrative Support
	Experience


	· Successful recent experience working in a school
· Working effectively as part of an IT team

· Good numeracy skills

· Relevant training/experience in ICT equipment and packages

· Ability to read and write technical reports



	Qualifications


	Essential

· Experience in general administration and IT
· Educated to NVQ Level 2 or equivalent in IT
· Ability to use word processor and wide range of technical and administrative IT packages
	Desirable:

· NVQ Level 2 in English and Mathematics or equivalent

	Knowledge, Skills & Aptitudes


	· Be able to communicate with students and staff at all levels and to exchange verbal information clearly and sensitively verbally and in writing
· Able to work both individually and as part of a team

· Be able to work on his/her own initiative and manage time and workload efficiently

· Demonstrate practical knowledge and problem-solving strategies including Audio / Video trouble shooting

· A positive approach to work, based on finding solutions to any given problem.

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to work calmly under pressure, showing  patience, enthusiasm, resilience, initiative and kindness in adversity
· Good working knowledge of network operations

· Ability to install and maintain ICT hardware and software

· Ability to maintain a clean and safe working environment for staff and students.
· Be expected to undertake relevant additional training

· Keep abreast of new developments in software and hardware

· A strong “can do” attitude

· Understand and comply  procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance

· Understand and comply  procedures and legislation relating to confidentiality

	
	Personal Development & Welfare: 

· An understanding of Child Protection and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education

	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of  standard IT programs and administrative programs 

· An awareness of, and commitment to equalities of opportunity and inclusion in education


Winpool/Job Descriptions Single Status/New Style 2016/IT Tech Admin Assist
 7th July 2016


