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THE PRIORY
LEARNING TRUST




JOB DESCRIPTION – ICT Apprentice

Location:
The Priory Learning Trust
Grade:
MA1

Responsible to:
PCSA Network and Systems Manager 

Date last modified:
April 2018

Purpose of the role
Working within the ICT Team support TPLT central team with delivery of ICT
Key Duties 
Assist in building and maintaining of staff laptops and the maintenance of the Trust network.
Assist in building and repair network of standalone PC’s. 
Assist in the commissioning and installing operating systems and local school software.
Assist in building and maintaining IT networks.
Data inputting as required.
Install and commission audio-visual equipment.
Assist in maintaining inventory records and inputting as required
Assist in changing passwords.  Respond to IT problems as required.
To carry out other duties appropriate to this position as instructed by the Network and Systems Manager.

Key Responsibilities
(i)
Develop and maintain working relationships with other professionals

Work effectively with teachers, support staff and other professionals, applying own strengths and expertise to contribute positively to the overall aims and objectives of the Trust. Provide effective support for all other members of the Trust Central Team staff by sharing own knowledge and expertise in a professional and constructive manner

Take an active role in supporting and developing a culture of team working for the benefit of pupils’, both individually and collectively.

Participate in staff, team and planning meetings.
(ii)
Contributing to the Management of pupil behaviour and security

Contribute to the development and maintenance of school policies which encourage positive pupil behaviour and implement agreed behaviour management procedures in the classroom. Have an awareness of child protection issues and policies.
Be aware of and understand the Trust’s Equality and Diversity Policy and ensure at all times that the duties of the post are carried out in accordance with the Policy.

Ensure compliance with all Health and Safety legislation and associated codes of practice and authority policies.

(iii)
Review and Develop own professional practice

Develop and maintain effectiveness as a member of the school staff by taking responsibility for own continuing professional development.  Demonstrate a willingness to engage with further training and other opportunities to gain appropriate skills, knowledge and vocational or academic qualifications.
Supervisory responsibility

The post holder does not have supervisory responsibilities.
Skills/Qualifications

Please refer to the Person Specification for full details. Please note all original qualification certificates will need to be presented on the day of interview for verification and production of these certificates forms part of the conditional offer checks. 
This job description may be amended at any time following discussion between the Executive Principal and member of staff and will be reviewed annually.

Person Specification 

Job Title: ICT Apprentice
Qualifications & Experience   
	Essential 
	Desirable 
	Measured By 

	GCSE Maths & English (or equivalent) at Grade C or above or expect to get these grades in August 2018
Level 1 General Practitioners SVQ (NVQ) or equivalent
	5 GCSE’s grades A* - C o equivalent (including English, Maths and IT)
	Application form / Checks 

	Experience of Windows Operating Systems

Enthusiasm of IT
	Experience of networking

Experience of Helpdesk support

Experience of building and configuring PC’s
	Application form 

	Ability to install software

Ability to install hardware

Knowledge of Microsoft Software including Office

Good organisational  / interpersonal skills 
	 
	Application form

	Flexible approach to work

Good communication skills

Commitment to customer care

 
	 
	Application form/ interview 
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