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JOB DESCRIPTION

POST TITLE:


APPRENTICE IT TECHNICIAN

GRADE:


National Minimum Wage for Apprentices

HOURS OF WORK:
8.30a.m. to 4.30p.m. Monday to Thursday

and 8.00a.m. to 3.30p.m. Friday



FULL TIME/PART TIME 
37 hours per week, full time.

POST STATUS


Fixed term contract for duration of the apprenticeship
____________________________________________________________________________________________________________________________


Job purpose

Under the direction of the IT Manager to assist the IT Support Team providing initial classroom response to support the Academy’s ICT problems and to support students, staff and others in the use, maintenance and proper upkeep of ICT equipment in the academy and at partner schools/academies if requested.
 
Key Relationships

The post holder will be accountable to the Governing Body, be responsible to the IT Manager and required to work closely with students, staff and others.

Responsibilities to include:

· Room Checks of all equipment – listing all faults or damage (hard drive failure etc).

· Checking PCs around the academy are booted and operational throughout the day, to include the use of Senso monitoring software.

· Diagnosis and repair of hardware and software faults, to include PC’s, printers, projectors, whiteboards and all other associated ICT equipment.

· Installation and upgrading of software and hardware to include configuration of new and existing PC’s across the network.

· Installation and configuration of new and existing printers across the network.

· Establishing and maintaining user administration to include setting up and logging password changes including adding and removal of PC’s from the domain.

· Fault diagnosis and repair of student’s data whether on the academy network or portable devices.

· Monitor printer usage and keep printers operational.

· Setting and moving of ICT and AV equipment as and when required.

· Assisting staff and students with file management/printing.

· Maintenance of ICT equipment – changing printer cartridges, removing damaged disks.

· Assisting the Exams Officer with setting up the ICT equipment during student examinations.

Other
· To take part in the supervision rota of after academy ICT activities for students.
· Cleaning of technical equipment where it is necessary for the equipment’s safe operation.

· Setting up of tables of information and record keeping in relation to ICT and AV equipment.

· Assisting in the collection, recording and auditing of data for the academy’s asset register.

· To notify the IT Manager of any potential Health and Safety issues and to undertake risk assessments as required.

· To undertake any other reasonable duty which might from time to time be requested by the IT Manager, the Head teacher or any person delegated by them.

This academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

“This post is exempt from the Rehabilitation of Offenders Act 1974 and as such all applicants who are appointed to this post will be subject to an Enhanced Disclosure from the Disclosure & Barring Service before the appointment is confirmed.  This check will include details of cautions, reprimands or warnings, as well as convictions and non-conviction information.  Once provisionally appointed, the successful applicant may also be required to apply for an Enhanced Disclosure at predetermined intervals during the course of their employment whilst in this post.”

Note:
Lakelands Academy is designated a no smoking workplace. There is an expectation that staff maintain a professional dress code and that ID badges will be worn and will be on show.


	
	Attributes
	Essential
	Desirable

	Qualifications
	5 GCSE’s or equivalent including Maths and English
	(
	

	Work & Related Experience
	Evidence of further training work related or other
	
	(

	
	Can show relevant work related experience to support post
	
	(

	Skills and Abilities 
	Good ICT skills and the ability to use a variety of software efficiently
	(
	

	
	Shows an interest in IT solutions and experience of troubleshooting problems
	(
	

	
	Can show a good basic understanding of computer components and their purpose
	(
	

	
	Has created or updated website for self or others
	
	(

	
	Very good numeracy, literacy and presentation skills
	(
	

	
	Can demonstrate good organisational skills and the ability to forward plan
	(
	

	
	Ability to work on own initiative
	
	(

	
	Understands the importance of confidentiality
	(
	

	
	Determination and willingness to undertake further training to improve / enhance skills
	(
	

	
	Appreciation and knowledge of academies / education environment
	
	(

	
	Shows confidence and understanding in the use of a variety of software and/or databases
	
	(

	
	Ability and/or experience of working in fast moving environments providing quality outputs
	
	(

	
	Takes a detailed orientated and thorough approach
	(
	

	Personal Qualities
	Calm, flexible, dependable and reliable
	(
	

	
	Good communicator able to work well on own and part of a team
	(
	

	
	Car driver / bike rider with the ability to work between schools / academies if requested to do so.
	
	(

	
	Shows commitment to work and a strong work ethic
	(
	

	
	Has a smart presentable appearance and prepared to adhere to the academy dress code
	(
	


In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

•
Motivation to work with children and young people;

•
Ability to form and maintain appropriate relationships and personal boundaries with children and young people;

•
Emotional resilience in working with challenging behaviours; and

•
Attitudes to use of authority and maintaining discipline.
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