JOSEPH LECKIE ACADEMY

IT TECHNICIAN - JOB DESCRIPTION

Job Title: 		IT Technician

Hours of Work:	Full Time – 37 hours per week
[bookmark: _GoBack]                           All year round (Permanent)
		A flexible approach is required to accommodate some evenings when 
		necessary)

Salary: 		Grade 3 (£16,123 - £17,772 pa) Negotiable, dependent on experience.

Department: 		IT Support Department

Location: 		Joseph Leckie Academy

Responsible to: 	Network Manager


Job Summary:
We are looking to appoint an enthusiastic, self-motivated person to join our IT Support Department. Your main role will be to provide first-line IT support for all users across the Academy. This involves supporting both staff and students with the Academy’s wide range of technologies/IT services, ensuring that any issues are addressed and resolved in a timely and effective manner.


Duties and Responsibilities:
· The main duties are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Academy Principal in consultation with the post holder. 
· Please note that the post holder may be required to work outside of the normal Academy working hours, for example, for extended activities, Academy events, meetings and emergencies.
· This job description will be reviewed at least once a year and may be subject to modification at any time after consultation with the post holder.
· All members of staff are required to uphold the Academy’s policy in respect of Child Protection and Safeguarding matters.
· All members of staff are required to participate in the Academy’s Appraisal Scheme. 
· All members of staff are required to support and encourage the Academy’s ethos and objectives, policies and procedures as agreed by the Governing Body.
· All members of staff will be expected to undertake training relevant to their role including holding a relevant First Aid Certificate.

Main Responsibilities: 
· Creation and support of user accounts for the Academy’s various IT systems, including password management.
· To take a leading role in managing IT assets within the Academy.
· To operate and support relevant IT equipment and software packages.
· Giving advice and training to users where necessary.
· Carry out installation, configuration and management of devices and systems under instruction from the IT Services Coordinator or Network Manager.
· Ensure hardware (printers, projectors, etc…) are well maintained and operational.
· Assist in the support and administration of the Academy’s online provisions.
· To be proactive and reactive to any IT issues, ensuring where necessary that these are escalated either internally or with third party support agencies.
· Carry out daily/weekly maintenance checks.
· Assist in the creation/updating of documentation regarding the Academy IT systems.
· To help promote the Academy online by helping to update the Academy’s website and Social Media feeds.
· To assist in the management of various IT integrated systems on site, such as the telephone system and the biometric catering system.
· To support with the management of the network infrastructure of the site.
· Promote the effective use of IT equipment to staff and students.

Other Responsibilities:

· Carry out such other duties as might reasonably fall within the scope of this role as requested by your Line Manager or Leadership Team.
· Keep up-to-date with developments in IT and undertake appropriate professional development.
· Ensure adherence to the Academy’s policies including Health and Safety, Acceptable Use, E-Safety, Data Protection etc…
· Contribute to the development and maintenance of positive relationships with staff, students, parents and outside agencies.
· Attend training and participate in personal appraisal and professional development as required.
· Take care for your own and other people’s health and safety.

Confidentiality:
Working within the IT Support Department you may gain knowledge of confidential matters due to the nature of supporting a variety of colleagues. Such information must be considered strictly confidential and must not be discussed or disclosed, unless it is deemed a safeguarding matter or a breach of the staff code of conduct, for which it should then be reported to the appointed person(s). Failure to observe this confidentiality could lead to disciplinary action or dismissal. 

Desirable Knowledge & Experience
· Familiar use and knowledge of Microsoft Operating Systems (Windows 7/10).
· Knowledge of Microsoft Office Suite.
· General knowledge of computers, networking and technology. 
· Qualifications: 4 GCSEs or equivalent including English & Maths.
· An ICT related qualification or experience would be advantageous but is not essential.

Person Specification:
· Ability to work collaboratively with colleagues and carry out the role effectively, knowing when to seek help and advice, whilst equally able to work to their own initiative. 
· Excellent communication skills, both written and verbally.
· General interest in IT and new technologies.
· Personal motivation to learn and progress.
· Good time management with the ability to prioritise workload when necessary.
· Ability to relate well to children and adults, explaining computer systems and procedures with some empathy to those who are not fully proficient in ICT.

What we can offer you:
· Pension Scheme.
· Excellent induction and support programme.
· Excellent support and professional development opportunities, including access to online IT training programme to advance knowledge.
· Potential to work on all aspects of IT Systems and infrastructure, broadening knowledge and skillset.
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