Job Description 

	Job Title
	IT Services Technician

	Grade
	Scale 3 

	Reports to
	Systems Manager 

	Responsible for
	N/A

	Liaison with
	School Staff, Students

	Job Purpose
	To provide first line IT support to school staff and students, including the maintenance of computer hardware, printers, MFDs, projectors and display screens.

	Duties
	· Providing first-level support to staff and students, including:

· Answering the telephone and fielding support and other calls

· Dealing with basic technical and troubleshooting queries over the phone

· Responding to simple requests for help and support around the school

· Replacing ink and toner cartridges around the school
· Assisting the IT Services Team and Systems Manager in their respective jobs, including:

· Retrieving and troubleshooting hardware in order to diagnose problems

· Performing automated operating system reinstallations to resolve software issues

· Taking on basic administration and monitoring tasks related to the network
· Assisting with updates to the school’s external website and digital signage, including:

· Regularly updating the external website with fresh content, provided by SLT and HoDs

· Assisting staff in creating, designing and uploading content to the Intranet and digital signage

· Ensuring a consistently high quality of design and information across all sites

· Encouraging usage of Microsoft Teams
· Assisting the Systems Manager in maintaining additional areas of the school network including:

· Specification of new desktops and laptops for students and staff

· Providing brief training for new members of staff on the effective use of the school network
· Assisting the IT Services Team in supporting third parties including:

· Assisting in the provision of support to other third parties as agreed by the Systems Manager
· Taking a lead role with regards to Sound and Lighting equipment within the school, including:

· Maintaining the sound and light systems in the Main Hall and George Young Building

· Ensuring equipment is stored correctly and is safe to use

· Taking the lead in the sound and light setup for school productions and events. Attending these events to ensure technical problems can be resolved and to supervise the use of the equipment

· Training and running a small team of students who provide sound and light support for assemblies and productions etc. 
· Assisting the other IT Services Team and Systems Manager during the school holidays, including:

· Installing, relocating and disposing of computers

· Acting as a point of contact for contractors who are working on site

· Performing regular PAT testing on the main ICT suites (including training if required)

There may also be further responsibilities assumed by the post-holder as their knowledge and skills develop.

	General


	· To undertake any training commensurate with the post.
· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.

· 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

· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 
The duties above are neither exclusive nor exhaustive and the postholder may be required by the Headteacher to carry out appropriate duties within the context of the job, skills and grade.
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	General heading
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	Experience of providing IT Support to users of varying ability (workplace or personal) 

BTEC Diploma Level 3 or Equivalent 

	
	Knowledge of relevant policies and procedures
	Basic knowledge and understanding of school procedures

	
	Literacy
	Ability to read and write technical reports 

	
	Numeracy
	Good numeracy skills

	
	Technology
	Basic understanding of modern computer hardware and software, including basic troubleshooting

	Communication
	Written
	Ability to write detailed reports, letters, technical emails etc. 

	
	Verbal
	Ability to explain technical concepts to non-technical users in a clear and concise way Ability to listen effectively

Friendly and approachable manner

	
	Languages
	Seek support to overcome communication barriers with children and adults

Knowledge of specialist terminology etc.

	
	Negotiating
	Ability to negotiate effectively to achieve best outcomes

	Working with children
	Behaviour Management
	Understand and implement the school’s behaviour management policy   

	
	SEN
	Good understanding and support the differences in children and adults in relation to the role

	
	Curriculum
	Understand how IT within a school environment should be driven by curriculum need

	
	Child Development
	Understanding of how the role contributes to child development 

	
	Health & Well being
	Understand and support the importance of physical and emotional wellbeing  

	Working with others
	Working with partners
	Ability to make a proactive contribution to the work of the team

	
	Relationships
	Ability to establish rapport and respectful and trusting relationships with children and other adults

	
	Team work
	Ability to work effectively with a team and communicate clearly and effectively with other team members

	
	Information
	Ability to provide timely and accurate information

	Responsibilities 


	Organisational skills
	Good organisational skills

Ability to remain calm under pressure

	
	Line Management
	N/A

	
	Time Management
	Ability to plan and manage own time effectively

	
	Creativity
	Demonstrate a creative approach to work and suggest improvements to systems and services

	General
	Equalities
	Awareness of and promotion of equality

	
	Health & Safety
	Understanding of Health & Safety

	
	Child Protection
	Understand and support child protection procedures 

	
	Confidentiality/Data Protection
	Understand procedures and legislation relating to confidentiality

	
	CPD
	Demonstrate a clear commitment to develop and learn in the role


