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Glebe Primary School

Job Description


Post Title	Media Administrator

Pay Scale 	3

Responsible to 	Head Teacher



Purpose of Role

· To provide ICT support (working under the direction of the ICT Subject Leader).
· To provide support to ensure school displays are of a high standard (working under the direction of the Art and Display Leader) and the general aesthetics of the school help to promote a positive learning environment.
· To work alongside the Head Teacher to ensure the school website is up to date and co-ordinate publicity of the school (in conjunction with the Governing Body Promotions Committee).

Hours of Work

28.75 hours per week [8.45am-3.30 pm Monday to Friday]
Term time plus 5 training days

Main duties and responsibilities

ICT:

· Carry out straightforward ICT maintenance jobs or perform a simple diagnosis on a faulty piece of equipment.
· Be responsible (along with the ICT Subject Leader) for logging problems with Inspire.
· Work with the engineers, when they are on site or remotely, to solve technical issues.
· Install updates on the IPads and laptops as necessary.  Purchase apps as required.
· Be responsible for the booking system for IPads and laptops – and ensure they are safely returned and locked away.
· Maintain an inventory of school ICT equipment including hardware and software.
· Work with the ICT Leader to ensure staff laptops and IPads are allocated and the appropriate documents are completed.
· Support staff and children in class improving their knowledge and use of applications on the school IPads and the school blog.
· Keep staff informed, as necessary, of software and hardware updates.
· Act, in conjunction with the school office staff and ICT Subject Leader, as administrator for school packages such as Mathletics, blog site etc.
· Research and coordinate curriculum software.
· Take responsibility for training Learning Support Assistants in the use of ICT equipment, e.g. Interactive Whiteboards etc.

Display:

· Work with Art and Display Leader and Senior Leadership Team (SLT) to ensure there is a high level of consistency in the standard and content of displays around the school.
· Be responsible for the updates and daily switch on of the Anomaly Information board.
· Work with the Art and Display Leader to ensure display resources are available to staff.
· Work with colleagues to improve their display skills.
· Work with the SLT in the wider aspects of the way the school is presented such as signage, banners, photography etc.
· Undertake, as necessary, the production of displays around the school.

Promotions:

· Ensure the school website is updated regularly and is compliant with DfE regulations.
· Work with the Head Teacher to draft press releases for school events.
· Ensure that the school enjoys regular, positive press coverage to promote school events.
· Work with senior leaders to organise school promotion events such as an Open Day.
· Attend meetings of the Promotions Sub Committee (of the Governing Body) and work with them to action matters arising.
· Develop community links to promote the school.
· Work with the SLT, as necessary, to develop future promotional ideas.
· Work with the Head Teacher to consider and use social media to promote the school.
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February 2018

Person Specification

[Media Administrator]


	Sections
	Competencies
	Essential
	Desirable

	Skills, knowledge and aptitudes
	A strong aptitude for the use of ICT equipment
	
	

	
	A good working knowledge of digital technology
	
	

	
	Excellent communication skills both written and oral
	
	

	Qualifications and training
	GCSE or equivalent in Maths and English
	
	

	
	Education qualifications beyond GCSE level (e.g. A Levels) and/or a formal ICT qualification
	
	

	
	The ability to keep accurate records and inventories
	
	

	Experience
	Experience of using a blog site
	
	

	
	Wide experience of undertaking displays in school
	
	

	Personal attributes
	A good eye for detail and the ability to be creative
	
	

	
	The ability to work with other professionals to share knowledge and receive instructions
	
	

	
	The ability to keep abreast of developments in the areas you will be working in
	
	

	
	Excellent organisational skills
	
	

	
	The ability to build up a wide range of contacts to assist in the role, e.g. press contacts
	
	

	
	A cheerful disposition and the ability to stay calm, particularly when under pressure
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