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Job Description 

Job Title: IT Services Technician
Reporting to: School Business Manager
Salary:  £25 - £28k DOE

Responsible for: IT Service provision across The Maynard School

Role Purpose: To support in delivering, maintaining, and supporting technology across The Maynard School. To mentor the school IT & AV Technician (Apprentice), including their activity, performance, and development & responsible for the delivery of IT Services across the school. The post holder is required to work to high standards of safety and accountability to ensure all IT related services operate effectively with the minimum risk of downtime. 
The postholder will work as a key part of the IT Strategy Group to develop the school’s IT systems.  Keep staff appraised of the position of equipment and systems undergoing maintenance/updates, repairs, in a manner easily understood by non-technical staff. 

This role is a full time, all year round permanent position working Monday to Friday 0800 – 1630 with an hour for lunch in term time and 0800 – 1530 in school holidays as well as x5 Saturday Events across the year and x3 after school events (evening).

Personal Qualities 
· Highly developed customer focus, excellent communication skills and the ability to quickly understand and resolve complex issues to provide advice and guidance. 
· Ability to engage with end users to support the school’s IT Infrastructure.  
· Ability to work under pressure and to tight deadlines. 
· Ability to work methodically and accurately in a way that is consistent with school procedures and produce documentation in line with house style. 

Personal IT Requirements
· Strong communication skills and an ability to work with users of all abilities and seniority.
· Basic skills in troubleshooting of networked systems. 
· Working knowledge of effective service management methodologies (ITIL/Cyber Essentials or similar).
· Develop excellent working relationships with colleagues internally and externally. 
· Be an effective and flexible member of the IT team. 


Key Responsibilities

· Reporting to the School Business Manager, contributing to the operation of IT Services to support teaching and learning, business, and administrative functions across the school. Oversee the provision of all IT equipment and services across the school aiming to ensure high availability and suitable performance.
· Follow all policies and procedures relating to security, backup, disaster recovery and acceptable use, as directed by the School Business Manager.
· Responsible for the operation of the Service Desk. 
· To create and manage the school’s asset registers of all hardware and software, using adequate tools to report and maintain these.
· Provide 1st and 2nd line support for more complex requests and issues across the school, performing diagnosis procedures on hardware, peripherals and applications and liaising with 3rd parties as required. 
· Support, assist and train all staff, students and visitors as deemed appropriate.
· Actively contribute to discussions on how the Service can be improved based on local knowledge and data from the service desk application.
· Support, maintain, develop, and deploy all IT hardware and software resources used without exception, subject to exclusions which the SLT wishes to make.
· Maintain an accurate and up-to-date hardware asset register which is used to inform the IT Refresh Strategy, Strategic Development Plan, and cost modellers, in line with the annual budget cycle. 
· Maintain an accurate and up-to-date software register including license details, renewal dates and costs, which is used to inform the IT Refresh Strategy and Strategic Development Plan, in line with the annual budget cycle. 
· Actively maintain and monitor the anti-virus/anti-malware provision and overall security of the IT systems to ensure the integrity of data, systems, and resources in participation with 3rd party.
· Support in the management of active network appliances including switches, routers, and firewalls.
· Support the installation of additional servers and upgrading of the network operating system.
· Maintain internet filtering systems.
· Support all 3rd party systems ensuring communication with servers.
· Secure and protect sensitive school data.
· Ensure the schools IT systems are complying with the GDPR's requirements. 
· Be aware of, and comply with, policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality, and data protection, reporting all concerns to the appropriate person. 
· Participate in the Performance Development Review process, training and other learning activities as required. 
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate, liaising with the Head of Computing when necessary. 

· To represent The Maynard School at events as appropriate. 
· To support and promote The Maynard School ethos and values. 
· To support Marketing events, outside of normal working hours.
· To undertake any other duties and responsibilities as reasonably required by the School Business Manager.

Desirable Experience
Print Management
Audio Visual Management

	Specification 
	Essential 
	Desirable

	Qualifications






	Relevant technical qualifications 
around Windows Server and 
Windows Desktop environments
	Evidence of further 
professional development 
and training 
MCSA or equivalent technical 
Qualifications


	Skills, Knowledge, and Experience











	Highly developed diagnostic and technical troubleshooting skills
Ability to communicate effectively with both technical and non-technical staff.
Experience in developing infrastructure needs in a similar working environment.

Experience in:
Windows Server 
Microsoft Hyper-V
Active Directory
Group Policy
DNS
DHCP
Windows Desktop 
SCCM / MECM
Microsoft 365
SharePoint
Exchange Online
OneDrive
Unifi Products
3CX Phone Systems
	Experience of working within 
education/school 
environment
Knowledge and experience of 
leading ITIL / Cyber Essentials 
Experience in documenting 
systems and operations in 
school environments
Technical experience of 
Microsoft cloud technologies 
including Office 365
Experience in supporting annual budget discussions.
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The Maynard School Denmark Road Exeter Devon EX11SJ Girls
T 01392 273417 E office@maynard.co.uk W maynard.co.uk gsa A eton

THE LEAD|NG |NDEPENDENT DAY SCHOOL The Maynard School is a company limited by guarantee.

Registered in England 4855372.
FOR GIRLS AGED 4-18 IN THE SOUTH WEST

Registered charity 1099027.





