
IT Support Technician 



2 



4 

5 

6 

7 

8 

9 

10 

12 

13 

15 

3 



4 



5 



6 



7 



8 



9 



 

 

  

IT Support Technician | Job Description 

Reporting directly to a Deputy Head of IT Services, the post holder will be responsible 
for: 

Infrastructure 

•Assists the Senior Technicians with infrastructure installs
to a professional standard ensuring full system integrity and
reliability.

•Assists with infrastructure system maintenance including
patching of servers, firmware updates, driver updates and
general proactive maintenance.

•Assists with audits of infrastructure hardware and
software.

•Carries out asset tracking of all infrastructure hardware
and updates documentation accordingly.

•Assists with executing system improvements.

Network

•Assists the Senior Technicians with network installs to a
professional standard ensuring full system integrity and
reliability.

•Assists with network system maintenance including
firmware updates of all network appliances and backup of
configuration.

•Assists with the monitoring of all network appliances and
takes appropriate action to remedy any faults found.

•Monitors the schools web filtering system ensuring the
school network internet access complies with policy.

•Assists with auditing all network hardware and software.

•Carries out asset tracking of all network hardware and
updates documentation accordingly.

•Assists with executing system improvements.
 

Workstations 

•Carries out workstation installs to a professional standard
ensuring full system integrity and reliability.

•Carries out workstation maintenance including patching of
operating systems, driver updates and general proactive
maintenance of workstations.

•Monitors workstations for faults and takes appropriate
action to remedy any faults found.

•Monitors and maintains workstation security across all
sites ensuring workstation anti-virus is up to date and
performing regular virus scans.

•Regularly audits workstations hardware and software.

•Carries out asset tracking of all workstations hardware and
updates documentation accordingly.

•Maintains and improves the procedures and
documentation for the schools workstations.

•Recommends potential system upgrades and subsequent
implementation.

•Responsible for the deployment of workstation operating
systems and software.

•Responsible for the testing of workstations after
installation and upgrades.

Communications 

• Supports all users with the implementation and use
of the school’s email system, maintaining system integrity
and security.

Help Desk 

•Provides 1st and 2nd line support by being on call for any
issues around the site, handling escalated issues within the
scope of the role and escalating issues to Senior IT
Technicians.

•Responsible for improving the help desk procedures.

•Maintains communication channels within the team to
maintain high level of service.

•Maintains IT Services documentation and ensures
information is kept up to date.

AV Support 

•Maintains all aspects of Audio visual equipment including
hall sound systems and the ClickView library service.

•Responsible for bookable AV resources such as cameras,
video cameras, memory cards and the general maintenance
of these resources

•Setting up and maintenance of audio and visual equipment
when requested

Database management 

•Assists with the maintenance of all school’s databases
including patching, upgrades and backup.

•Assists with monitoring the school’s databases for any
faults and remedies any faults found

•Maintains and improves the procedures and
documentation for the school’s databases.

•Recommends potential improvements for the school’s
database systems. 10 
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General Duties 

• Work flexibly to meet the School's requirements
including on occasion working in other departments as
directed by your line manager. This requirement is likely
to be particularly relevant during holiday periods as well
at key events in the School calendar where you may be
expected to work evenings or weekends.

• Comply with all School policies and procedures. Within
these boundaries, staff are expected to use initiative to
resolve problems and address issues.

• Be committed to safeguarding and to always promoting
the welfare of children.

• Ensure the quality standards and performance measures
applying to your area of work are met and facilitate
continuous improvements in all aspects of the post.

• Maintain a safe environment by working within Health
& Safety guidelines and being aware of your
responsibilities for health and safety.

• Value diversity and promote equal opportunities.
• Comply with GDPR and data protection legislation and

relevant policies and procedures where applicable.
• Participate in appraisal activities as required. Undertake

further training as needed to ensure up to date
knowledge and implementation of best practice.

• All Bury Grammar School’s employees are expected to
act as ambassadors for the School and promote the
organisation and its services positively and always
behave in a manner consistent with the School’s Values.

Undertake any other duties and tasks appropriate to the grade and 
character of work as may reasonably be required. 

The details contained in this job description reflect the content of the 
job at the date the job description was prepared. However, over time, 
the nature of individual jobs inevitably changes; existing duties may be 
lost, and other duties gained without changing the general character 
of the duties or the level of responsibility entailed. Consequently, the 
School will expect to revise this job description from time to time and 
will consult with the job holder in so doing. 

11 



Qualifications Desirable/  Essential 
Level 2 (GCSE A* - C) or equivalent in English and Maths. E 

NVQ or equivalent. D 

Experience 

Experience of working effectively as part of a team E 

Experience of working in a busy and complex organisation E 

Experience of providing excellent customer service E 

Experience of diagnosing faults on networks including 
peripheral equipment 

E 

Experience of logging and resolving help desk tickets. D 

Experience of implementing and troubleshooting audio-visual equipment. D 

Experience with Windows 7/10, Microsoft Office and other common software. D 

Experience with Windows Server and Active Directory D 

Knowledge & Skills 

Good inter-personal, organisational and time management skills. E 

Attention to detail and accuracy. E 

Ability to communicate effectively with users of all levels and abilities. E 

Ability to work without supervision and to prioritise work. E 

Appreciation of technology in an educational environment. E 

Willingness to undertake further training, both formal and informal. E 

Desire to learn and develop skills. E 

Self-confidence and maturity. E 

Commitment to working as part of a team. E 

Flexibility with working times when necessary. E 
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Applica tion 

Due to our Safer Recruitment Policy, it is a requirement that the School Application Form is completed fully. 

Application is by submission of the School Application Form and a covering letter. 

Please address your letter to the Principal (no more than two sides), refer to the criteria set out in the Person Specification and outline your vision for the role, 
using Microsoft Word format.  

Please complete all sections of our application form, then submit your application and letter via the HR Pro link, by 09.00am, Monday 12th January 2026. 

Please do not submit your CV, even to supplement your application, as this will not be considered.  

Interview  

Interviews will be held within two weeks of the closing date.  

Employment  

Please give us details of your complete work history since leaving school/tertiary education, including current and past employers, job title, dates employed, 
and salary and explain any breaks in employment. You should clearly demonstrate how your experience, knowledge, skills and abilities match those required in 
this role, as detailed in the Person Specification, and provide examples.  

All shortlisting decisions are based on the Essential Criteria in the Person Specification and only candidates who are the closest match to the identified criteria 
will be invited for interview. 

We reserve the right to close this application process down early; at our own discretion, if we have received a sufficient number of applications. 
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