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Job Description

Job Title: 	Digital Technology Specialist

Reports to:			IT and Systems Manager

Responsible for:		No staff

Working Time:	Monday-Friday with occasional Saturday working in accordance with the rota (1 Saturday per month in term-time for which time off is given) 

Purpose of Job:  
To deliver high quality, responsive digital technology support to all users in the School, initially with a specific focus on iPads and the MDM.

Main Duties and Responsibilities:
Carry out troubleshooting and problem resolution of any issues raised with the following:
· Mobile Device Hardware from multiple platforms including iPhones and iPads,
· iOS Mobile Device Software Operating System,
· Mobile device issues or problems with device hardware and software,
· Wireless network services,
· MDM-configure and enrol/activate School owned designated mobile devices with current approved upgrades to device firmware, operating system patches and versions based on troubleshooting resolution and device reassignments,
· Use the IT Helpdesk tool to  prioritise day to day workload, respond in a timely manner to tickets raised and responding to the customer in line with service requirements and  bringing concerns to the attention of the IT and Systems Manager.
 
General Support Tasks:
· Assist with room and equipment booking, taking requests and entering into the diary.
· Assist with new installations, changes, configuration and maintenance of all equipment across the site.
· Move equipment between locations as department/School needs require it.
· To implement IT safety procedures such as back-ups, monitoring of safeguarding software
· To ensure all equipment meets health & safety standards, including electrical safety
· Maintains an up-to-date awareness of The Copyright Act, The Computer Misuse Act, General Data Protection Regulation (GDPR) and Trust policies relating to IT.

[bookmark: _GoBack]General responsibilities
· Ensures the safety and well-being of children and young people at the School by adhering to and complying with the School’s Safeguarding (including Child Protection) Policy and Procedures at all times.
· Attends Royal Russell Day and Open Day as required.
· Displays correct staff identification at all times whilst on site.
· Attends training and staff INSET sessions organised by the School to provide a consistent approach across the entire School staff population.
· Adheres at all times to Health & Safety legislation, and all departmental policies and procedures, to ensure the safety of you and colleagues as well as pupils, staff and visitors.
· Carries out any other reasonable duties as requested by the Headmaster.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties. The job-holder’s actual responsibilities, tasks, and duties might differ from those outlined in the job description, and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.

Person Specification – Digital Technology Specialist

Experience:
· A minimum of 2 years support experience in enterprise IT or similar environment, having performed troubleshooting for end users with technical issues.
· Solid familiarity and understanding of working with mobile devices such as smartphones and tablets, including Apple iOS- and Android-based mobile platforms.
· Experience in supporting or administering mobile device management (MDM) systems.
· Previous experience of supporting users in a Microsoft Windows 10 / Office 2016 / Office 365 and iOS and Mac environments.

Qualifications:
· Good standard of general education with passes in English and Mathematics at minimum Level 2 or equivalent
· Apple accreditation (desirable)

Skills, knowledge and abilities:
· Team worker with a professional and positive attitude
· Ability to prioritise own workload effectively and work to deadlines
· Methodical and accurate diagnostic skills, with strong attention to detail
· Ability to take ownership of a task and see it through to completion
· Excellent customer service skills, with a friendly and cheerful personality
· Ability to communicate effectively at all levels, internally and externally, verbally and written, using appropriate language and with discretion
· Ability to communicate technical information to non-technical managers and staff
· Ability to remain calm at all times and to work under pressure
· A demonstrable and personal interest in IT and AV, together with a desire to learn and develop technical knowledge
· An ability to physically move equipment between locations across the School 

An understanding of the following IT knowledge areas is essential:
· Apple Mac OS X 
· VMware virtualised environments
· wireless devices and technologies
· Lightspeed Mobile Device Management(MDM) for iOS devices 

An understanding of the following IT knowledge areas is desirable:
· Basic Windows Networking (DHCP, DNS, Shares, Permissions)
· Software installation and uninstallation techniques
· Windows security
· Printers and printing
· Microsoft Office 2016/ Office 365 applications and the general use of these
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