Lilian Baylis Technology School

JOB DESCRIPTION

Job Title:

Senior General Technician - IT
Responsible to:
Assistant Headteacher  
Grade:

6

Scale:                        26-28

Terms of Contract:  35 Hours per week

                                  52 weeks per year

Main purpose of Job

To support staff in providing an efficient and effective IT service to the school. To trouble shoot the school’s IT system and respond to quires.

Main duties and responsibilities

1. Maintain electronic whiteboards and projectors
2. Maintain Whole School Asset Register
3. Maintain Plasma screens, keeping information up-to-date

4. General IT and Computing Hardware and Software maintenance

5. Setting up computer equipment and software as required

6. Providing support and training to staff and students as required

7. Setting up presentation equipment

8. Logging with RM all IT faults and trouble shooting electronic whiteboard; projector and printer faults and enquiries

9. Carrying out first and second level servicing

10. Responding to general IT enquiries

11. Becoming familiar with software packages used in school and providing appropriate information and support materials

12. Contributing to the IT development of the school as it implements Technology Specialist School Status

13. Setting up demonstrations and display equipment as required

14. Producing IT based resource materials to support learning throughout the school

15. Developing and administering the school IC tracking database including the input of information

16. Maintain inventory of school IT equipment and keep accurate records

17. To carry out other reasonable tasks from time to time as directed by line manager or the head teacher

18. Liaise with external agencies/representatives (e.g., RM, IBM, Connectix,  BT, LGfL)
19. Administer and maintain email system
20. Administer and maintain school laptops/notebooks
21. To support learning and teaching activities within the classroom as directed by designated Team Leaders.

22. Install new software

23. Maintain school website

24. Attend training sessions

25. Attend meetings with team leaders

26. Design, implement monitor and evaluate policies and procedures regarding IT

27. Effectively prioritize needs of staff and students

28. To produce statistical information regarding school IT equipment and maintenance (Audit of IT equipment, call out logs etc.)

29. To act as the school sound, technician for performances and light.
30. To check laptop trolleys and report any missing laptops to the Senior Science Technician.

29.   To undertake continuous professional development activities, part of which will be to follow an appropriate training course in order to gain qualified first aider certification

To perform other such other duties as may be required from time to time to meet the need of the school or service

31. To be aware of the responsibilities under General Data Protection Regulation for  the security, accuracy and significance of the personal data held in the schools systems.

32. To take responsibility, appropriate to the post for tackling racism and other forms of discrimination and promoting good race, ethnic and community relations.

33. To understand and implement all School & Council policies with particular regard for Safeguarding, Health & Safety, Equal Opportunities and Customer care, to work actively to overcome and to prevent discrimination on grounds of race, sex, disability.

34. To work in accordance with the Schools Health and Safety Policies and Procedure.

35. To promote positively the image of the school at all times.

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.
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