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	JOB DESCRIPTION
	IT Assistant


Job title:                          

	[bookmark: _gjdgxs]Head of IT


Responsible to:

Child Protection and Safeguarding 
At Oak House School child protection and safeguarding is everyone’s responsibility and all members of staff must be fully aware of and complete their obligations.
Child Protection is everything that we do in school to keep our children, staff, and school community safe and to protect their wellbeing. This includes:
· “protecting children from maltreatment
· preventing impairment of children’s health and development
· ensuring that children grow up in circumstances consistent with the provision of safe and effective care and
· taking action to enable all children to have the best outcomes” (Gov.UK 2014)
Job Summary

	To ensure the operational continuity of the school’s academic and administrative activities by providing first and second-line technical support to all users (teachers, staff, pupils  and families). The post holder will be responsible for the swift resolution of classroom incidents, the management of the school's administration platforms, and supporting the technological transition from the current hybrid environment towards the Mac ecosystem.



Main tasks and responsibilities
· Classroom Service Continuity: To ensure that classroom technological equipment and connectivity are 100% operational for the delivery of lessons.
· User Systems Administration: To manage the lifecycle of end-user devices (configuration, deployment, updates, and decommissioning) under the direction of the Head of IT.
· Educational and Institutional Platforms Management: To maintain up-to-date and operational user accounts, access permissions, and security policies across the school’s administration consoles.
· Local Infrastructure Support: To collaborate in the maintenance and supervision of the school’s local network and servers under the direct supervision of the Head of IT.
· Innovation and Development: with the approval of and guidance from the Head of IT to develop and support the use of AI in order to improve business and academic functions.
Technical Support and User Care:
· To attend to and resolve technical incidents both on-site and remotely (hardware, software, connectivity, projection, and audio systems).
· To guide and advise users on the correct use of the school’s technological tools.
Apple Environment Administration:
· To manage and configure devices (iPads/MacBooks) using the Jamf School MDM and Apple School Manager.
Cloud Environments Administration (Google & Microsoft):
· To manage user onboarding, offboarding, permissions, and group policies within Google Workspace Admin.
· To manage the Microsoft 365 (Office) admin center for user management, Office licence allocation, and resolving access-related incidents.
Windows Systems and Network Support:
· To perform basic user maintenance and policy tasks within Windows Server.
· To apply basic configurations and monitoring within the network environment managed by pfSense.
· To monitor and support the wired and wireless network via the UniFi controller (access point management, assigning networks/VLANs for pupils/guests, and troubleshooting connectivity issues).
· To maintain and troubleshoot the structured cabling infrastructure, including patch panels, network racks, and data points across the school site.
Migration and Project Support:
· To actively collaborate with the Head of IT on the technical tasks required for the progressive migration of the infrastructure from Windows to Mac.
Inventory and Preventative Maintenance:
· To maintain an up-to-date department hardware and software inventory.
· To carry out system tune-ups and preventative maintenance on equipment during non-term time.

· Person Specification – Education, Experience and Skills
· To have relevant technical knowledge and expertise 
· Native or advanced level of English and Spanish.
· Flexible, positive, and “can-do” attitude to work
· Full understanding of Equal Opportunities, including gender diversity and able to implement it in everyday practice.
· To communicate clearly and resolve any issues quickly and professionally.
· To have excellent problem solving skills and to be able to follow the school’s disciplinary code.
Desirable
· Similar experience in an academic environment.


Competencies for the Role:
Role Specific
· Specific Technical Knowledge: Management of Jamf School, Apple School Manager, Google Workspace Admin, Microsoft 365/Office admin center, UniFi controller, Windows Server  and pfSense.
· Organisational Competencies: Service orientation, problem-solving under pressure, assertive communication within educational environments, and the ability to work effectively as part of a team.
Skills for the Role:
· To be approachable to children, parents, and staff.
· To be flexible, friendly, and cooperative when working with colleagues.
· Excellent, emotionally intelligent communication with parents and resolve any issues quickly and professionally.
· Computer literacy and ability to learn school-based platforms.

At Oak House School we have high expectations in relation the behaviour and academic/enriched achievements for all of our students. Our vision is that every child will achieve more than they dreamed possible, in a happy and inclusive environment where everyone is supported and encouraged to excel.
Our whole community shares a common understanding of the personal qualities and values which we hope all of our students will demonstrate and uphold.
Honesty 
Integrity
Self-respect 
Self- confidence
Empathy 
Respect for others
Social Responsibility





Signed: 		………………………………....………………….…………………………………………………………………………      

Name (Print):	………………………………………………………………………………………………………………………………

Date: 		….………………….……………………………………………………………………………………………………….








Signed: 	………………………………....………………….…………………………………………………………      


Full Name: 	………………………………………………………………………………………………………………..


Date:	 	….………………….………………………………


All  work  responsibilities  and  tasks  are  subject  to  having  performance  goals  and/or  targets  established  as  part  of  the annual  performance  planning process  or  as the result  of organisational planning.The  above details are not exhaustive and  the  postholder  may  be  required  to  undertake  tasks,  roles  and  responsibilities  as  may  reasonably  be  assigned  to him/her by the Senior Leadership Team. The  job  description  may  be  reviewed  at  any  time  via  consultation  between  the  governing  body and/or  Senior Leadership  Team  representatives  and  the  postholder  as  may  be  necessary  and  appropriate  to  the  needs  of  the school. Leadership roles/responsibilities are not permanent and are subject to renewal each year.
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