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JOB DESCRIPTION

Job Title:

ICT Technician
Responsible to:

ICT Manager
Background:
Taunton School is over 170 years old and is an Independent School for approximately 1,100 boys and girls aged 0-18 years, with circa 350 boarders. We aim to challenge, nurture and inspire young people to succeed in a global community. 

Taunton School is an equal opportunities employer and sets out to be caring and reasonable in its approach to all staff; it values its staff and has been accredited with the Investors in People gold standard.
Taunton School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

IT Provision: 

Taunton School has an extensive ICT Network offering access from thin client, PC, Apple Mac and a range of wireless devices.  There are multiple data centres offering high availability failover with an on-premise virtual environment. We support a user base of over 1,100 pupils and 480 staff.

Overall Purpose:
The main role of the post holder will be to provide high quality technical ICT support for all parts of the School.  While the ICT Manager has overall responsibility for the role, the post holder will report to the Helpdesk Co-ordinator to manage the day to day workload. 
Duties and Responsibilities:

· Providing excellent first line IT support through the Helpdesk to the user community.
· Systematically logging calls using the Helpdesk software.

· Efficiently resolving ICT Helpdesk jobs ensuring a timely resolution.

· Assist staff in facilitating the use of IT, intervening where necessary to develop their skills and understanding.

· Taking initiative in resolving any problems with equipment and reporting any defects and maintenance issues promptly where necessary.
· Assisting with the implementation of ICT projects and training users in the use of new equipment.

· Keeping the ICT Manager regularly updated with day to day issues.

· Attending and contributing constructively to departmental and other meetings as and when required.
· Adding and updating inventory records of all ICT equipment.
· Installation of new equipment and disposal of old equipment to ensure the Helpdesk area is kept clean and tidy.
· Undertaking any other reasonable tasks promptly and effectively that the ICT Manager might ask from time to time.
JOB SKILLS

· Gets the Job Done:   On time and to the appropriate quality; is organised, careful and accurate, applying knowledge and able to concentrate energy to meet objectives; monitors the quality of service provided and acts on it as necessary.

· Takes personal responsibility:   for own work and actions; is punctual and able to work reliably with little supervision.   Is adaptable, flexible and shows good judgement; raises awareness when required.

· Technically accomplished:   has a good and demonstrable knowledge of a range of IT systems. Is able to investigate and solve problems on own initiative. 

· Works Well with other People:   provides a valuable service and develops sound working relations with the ICT Manager, department and network users providing support, gives and receives advice and instructions, shares information, ideas and expertise.

· Communicates clearly and well with a range of different people:   speaks clearly and listens carefully.   Responds well to feedback and is always polite and helpful.

· Manages Resources:   Uses own time effectively, putting individual skills to good use and takes good care of the School’s ICT equipment and other resources.

Person Specification:
· An understanding of Microsoft Windows Operating Systems
· A good understanding of mobile devices including, but not limited to, Apple iPads
· A good understanding of computer networks and sound knowledge of computer hardware
· Able to demonstrate excellent organisational and interpersonal skills

· Ability to work as member of a team

· Ability to learn and use new technologies
· Ability to work in a busy helpdesk environment.  

Terms and Conditions:

Salary:


£16,500 per annum
Hours of Work:
08.30 a.m. to 5.00 p.m. Monday to Friday which includes an hour unpaid lunch
There will be a requirement to work additional mornings to cover Saturday School, which is included in the salary calculation.  
Holidays:
Five weeks paid holiday plus bank holidays per annum
Other Benefits:

Discounted Sports Club Membership



Contributory money purchase pension scheme (when probation period 




completed)



Contributory Health Scheme (when probation period completed).
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