[bookmark: _Hlk535252145]ICT Apprentice

Job Title: ICT Apprentice

Line Manager: Senior ICT Technician, Business & Compliance Manager

Scale: Full Time - 37 hours per week 

Salary: £4.15 - £8.72 per hour (based on experience and age)

Start Date: As soon as possible



Key Responsibility:

· Offering IT support in lessons as requested by staff
· Assist with Maintenance of all ICT equipment on site
· Supporting a wide range of software
· Provide Support for whole school events where required

ICT Support

· Respond to any issues that arise during lessons for staff in a prompt manner
· When requested (and approved with the IT manager) provide whole lesson support for ICT lessons
· Maintain the general upkeep of ICT classrooms, including peripherals, monitors and PCs
· We will always try to repair equipment before purchasing a replacement, so you will be expected to assist with this
· Where products are within warranty you will be required to liaise with suppliers to arrange the repair/replacement of equipment
·  The main software used on a day-to-day basis is Microsoft Office, so a good understanding of this would be helpful for troubleshooting any issues and aiding with the more technical aspects of its functionality
· Supporting the use of Google Classroom and the use of Google Apps/G Suite within different subjects – this includes the management of user accounts within the Google Admin Centre
· Providing support for the Cunninghams cashless catering system – this includes the registration of new biometric accounts and ensuring that data is up to date within the cashless catering software
· The use of subject specific software is very common within departments (for example Google SketchUp and Corel Draw within Technology Photography and VirtualBox and Python for ICT/Computing) so a basic understanding of the functionality of these is helpful for assisting with any issues that may arise 

Business & Educational Staff Standards

· Complying with policies and procedures relating to Safeguarding, Child Protection, Health and Safety, Confidentiality and Data Protection. Reporting all concerns to  the Delegated Safeguarding Lead
· Be able to work collaboratively as part of a team
· Develop positive working relationships with colleagues
· Communicate clearly, respectfully and professionally with pupils, parents, colleagues and visitors
· Work with his or her line manager to develop and implement a professional development plan
· Use feedback and personal reflection to improve his or her own working practices
· Where relevant, maintain first aid accreditation
· Understand how the role supports the quality of teaching and learning
· Understand the roles of external agencies and how to work with them as required
· Follow all processes for the handling and banking of money meticulously
· Know, understand and follow all procedures for the management of the schools finances, if working on financial matters
· Use IT hardware and relevant software packages efficiently and effectively as required to fulfil your role.
· Retrieve and share the various types of information required by the post holder’s specific role
· Be able to competently use items of office equipment, such as the photocopier, and keep up to date with developments and changes to such equipment
· Maintain filing systems, (both paper and electronic), efficiently and in accordance with current systems and processes
· Ensure that documents are prepared and data is entered into IT systems accurately and on time
· Answer telephones promptly and with a respectful and professional manner
· Be familiar with all policies and procedures that are relevant for the role
· Know where to get help and support
· Know the limits of the role and when to refer people or issues elsewhere
· Maintain confidentiality at all times
· Understand his or her role in safeguarding and act on any safeguarding issues in accordance with school procedures
· Maintain a safe working environment for his or herself and others including the completion of risk assessments
· Undertake stocktaking and ordering of materials and equipment as required
· Complete First Aid Training to assist the Health Care Assistant in ensuring the welfare of our staff and students

Other Specific Duties
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task may not be identified. Employees will be expected to comply with any reasonable request from the Chief Executive Headteacher/Head of School to undertake work of a similar level that is not specified in this job description.
This job description is current at the date shown. It will be reviewed at least annually and, in consultation with you, it may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
[bookmark: _Hlk535587475]We are committed to safeguarding children, young people and vulnerable adults. All staff and volunteers are expected to behave in a way that supports this commitment and are subject to an enhanced DBS check.



ICT Apprentice
Person Specification

Criteria
Experience: 

· Experience of working to deadlines
· Experience of Microsoft Office including Excel
· [bookmark: _GoBack]Experience of Data Input (desirable)

Qualifications/Training: 

· GCSE Math and English at grade C  (or equivalent) (desirable)
· Further IT qualifications (desirable)

Practical Skills: 

· Good computer skills
· Good organisation skills
· Effective communication and interpersonal skills with both adults and children
· Initiative, flexibility and ability to work independently

Personal Qualities and Attributes:

· Methodical and accurate
· Commitment to Safeguarding
· Calm under pressure
· Caring and positive
· Excellent time keeping and absence record
· Able to lift and carry light loads
· A good standard of literacy 
· Self-driven with a positive outlook
· A natural forward planner who assesses their own performance
· Mature, credible with excellent interpersonal skills 
· Reliable, tolerant and determined
· Empathetic -  able to see things from another person's point of view
· Well-presented and professional
· Keen for new experiences, responsibility and accountability[image: ]
· Able to get on with others and be a team player[image: ]
· Ability to evaluate own learning needs and actively seek learning opportunities 
· Integrity and exercises confidentiality
· Good sense of humour
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