ST PETER’S SCHOOL
Job Description


IT Technician	 / Support Analyst

Postholder:		

Salary			BG3   Scale 20 - 24
			
Contractual Weeks	43 weeks per annum (39 weeks term time plus 4 weeks during 				School holidays) 

Contractual Hours	37 hours per week
			

Key Role and Responsibilities

Reporting to the IT Manager the role is to provide an efficient and cost effective IT facility and support service to the school community.  Working with the IT Manager the post holder will assist in the development of the IT and related facilities in line with new technologies and opportunities. The role will include occasional travel to the Primary School site.

Main Duties

· Software - Configuration, deployment, administration and support of Microsoft Windows OS, and Microsoft Office Suites
· Troubleshoot and upgrade existing operational environment consisting of workstations running Windows, IOS, MAC and android operating systems
· Hardware - Configuration, deployment, administration and support of IT assets, including PCs, laptops, tablets, projectors and printers
· Answer calls made to the IT Service Desk and where possible provide support using remote connection tools. Where remote fixes are not possible, provide desk-side assistance at a suitable time
· Record all user requests, repairs, and reported issues in detail and record completion and resolution
· Infrastructure/network support and maintenance
· Storage device support and maintenance
· Take responsibility of onsite projects where needed
· Ensure user-related hardware (desktops, laptops, tablets, projectors and printers) and software inventory is accurate and up to date 
· Following the User Maintenance procedure, ensure that requests for new, leaving and changing users are actioned and documented
· Work with the IT Manager to investigate new hardware and software 
· Work with the IT Manager to develop and implement support procedures as required
· Work with third party providers as required, providing assistance wherever necessary and appropriate, ensuring a high level of service is provided
· Provide IT training/Assistance to staff as and when required
· Work with the IT Manager to provide technical support and/or attendance for offsite operations and special events
Support for the School

· To be aware of and comply with policies and procedures relating to child protection, health and safety, security and confidentiality, reporting all concerns to an appropriate person 
· To contribute to overall ethos, work and mission statement of the school 
· To undertake broadly similar duties commensurate with the level of the post as required by the Head teacher


The purpose of this job description is to indicate the general level of responsibility of the post.  In accordance with paragraph 80(d) of the National Conditions of Service it is pointed out that the detailed duties may vary from time to time without changing the general character or level of responsibility entailed.

There may be the need to provide assistance or undertake such other duties as may be reasonably assigned by the Headteacher or IT Manager.


Signed .................................................................. 	Date ........................
Post Holder    	   

Signed .................................................................. 	Date ........................
School Business Manager
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