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JOB DESCRIPTION

	JOB TITLE


	ICT & Digital Media Technician 

	SCHOOL LOCATION
	Foxford Community School   

	GRADE
	All year round salary £18,933 - £20,092 per annum (part time £14,072 - £14,933 pa)

	HOURS
	Full time or part time.  Full time hours - 37 hour per week, 5 days per week, all year round. 

Hours of work: 8.00 – 4.00 Monday to Thursday, 8.00 – 3.30 Friday with 30 minutes break each day.   Part time hours: 5.5 hours per day (27.5 hours per week) around the school timetabled day between 8.45 am and 3.15 pm. 


Job Purpose:

To assist in the maintenance of the school’s IT networks and systems to ensure that they are effective in supporting teaching, learning and administration. 

To provide technical support for all users to ensure that they can make optimum use of the school’s IT networks and systems, associated hardware, and software, providing in-class support for staff and students as needed.
Duties and Responsibilities:

· Assist the ICT Network Manager with the operation of the network, including basic server administration and to ensure that school networks are running during school hours and such times before and after school when staff or pupils require them.
· Assist the Assistant Head Teacher with the development and maintenance of the schools VLE, Apps and Digital Marketing.
· Respond to calls for assistance, checking hardware and software for faults and undertaking remedial action where appropriate.

· Assist teaching staff during lessons where they request support in order that the disruption to learning is minimised, providing support to students as needed.

· Support and administration of the schools’ media library and recording process. 

· Facilitate the process of equipment loans to staff and pupils. 

· Provision of support for events including (but not limited to) open evenings, open days, assemblies, concerts, plays and external speakers. 

· Update of digital signage across the schools as required.  

· Ensure that all aspects of the schools’ support processes and end user computing and AV services are documented and that all technical documentation is kept up to date.

· Regularly check and maintain peripheral equipment such as printers, AV equipment, projectors to ensure that these are functioning and available to users. 

· Perform routine tasks to maintain user accounts and permissions, including implementing disk space and printer quota policies.

· Maintain the school’s web site and social media by uploading data when required.

· Carry out basic safety checks. 

· Assist with the installation of new hardware and software, and provide instruction in its use. In the case of software to provide installation scripts for automated installation where appropriate 

· Assist in documenting and testing all installations or alternations to hardware or software, and to ensure that the inventory is always current.
· Ensure that all IT documentation is always kept up to date. 

· Frequently checking the IT helpdesk by working through tickets during the working day 

· With the Network Manager, ensure the regular backup of data and ensure that all the logs for backup and the system error logs are checked daily and any errors investigated and resolved. 

· Assist with order of equipment, materials and consumables and licence agreements as required, to ensure that value for money is obtained, appropriate levels of stock are held and that replacement supplies are obtained before stock runs out. 

· Keep records of the usage of consumables and maintain inventories of equipment as required. 

· Assess whether damaged equipment is still under external support, if so, arrange repair.  If the equipment is no longer supported or outside of the support agreement, the repair cost is acceptable, and you are competent to do so, make repairs. 

· Inform the Network manager of any persistent or major problems with any equipment.

· As required, to undertake any clerical work which may include typing correspondence and reports, preparation of statistics, filing etc. 

· To assist the Network Manager in the implementation of school and Trust IT policies and procedures.  Ensure awareness of relevant IT legislation is up to date eg Computer misuse act, health and safety IT issues.
· To assist the Network Manager in any other area of work when requested.
· Support teaching and learning by providing technical assistance to staff and pupils, particularly if there are any equipment malfunctions.
· Ensure that portable equipment is tested at required intervals to confirm to COSHH regulations and that appropriate records of tests are maintained. 

· Ensure that correct and safe procedures are used during the preparation and setting up of equipment.
· Participate in training activities and sessions offered by the school, the Castle Phoenix Trust and external agencies in order to further relevant knowledge and skills and keep up to date with technical and health and safety requirements relevant to the job. 

· Undergo a skills analysis regularly to assess your training needs. 

· Assist with the provision of training sessions for staff, including induction training. 

· Provide adhoc assistant/training to staff experiencing difficulties with using hardware or software.
Post holder reports to:
Network Manager
Special Requirements

Safeguarding 

Staff are accountable for the way in which they exercise authority, manage risk, use resources, and protect students, who they are responsible for or in contact with, from discrimination and avoidable harm.  All staff, where paid or voluntary, have a duty to keep young people safe and to protect them from harm.  When an individual accepts a role that involves working with children and young people, they need to understand acknowledge that the responsibilities and trust are inherent to that role.  There will be a requirement that staff observe their obligations in accordance with the Trust’s safeguarding procedure and report any concerns in accordance with the procedure to the appropriate person.   

 

Rehabilitation of Offenders Act 1974  
This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this job is subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions, and reprimands being considered. Any convictions cautions or reprimands of relevance, obtained by the post holder after enhanced DBS clearance has been acquired, must be disclosed to the headteacher by the post holder.  Failure by the post holder to do so, or the obtaining by the post holder of a relevant conviction caution or reprimand, may be managed in accordance with the Trust’s disciplinary procedure. 
 
Health and Safety 
The post holder is required to exercise their duty of care by taking responsibility for their own health and safety, and the health and safety of other people who may be affected by their acts or omissions (failure to act). Full guidance regarding health and safety is set out in the Trust’s Health and Safety Policy, and in any risk assessments relevant to the post holder’s role or circumstances. Which must be observed.  
 
Confidentiality and Data Protection  
The post holder is expected to comply with the provisions of the Data Protection Act 2018.  Any information they have access to, or are responsible for, must be managed appropriately and any requirements for confidentiality and security observed. Information must not be disclosed to any person or Authority, for example a parent or the Police, without observing the correct procedure for disclosure as set out in the Trust’s Data Protection Policy.  
 
Equality and Diversity  
The Trust is committed to equality and values diversity. As such the Academy is committed to fulfilling its Equality Duty obligations, and expects all staff and volunteers to share this commitment. The Duty requires the Academy to have due regard to the need to eliminate unlawful discrimination, harassment and victimisation, advance equality of opportunity and foster good relations between people who share characteristics, such as age gender, race and faith, and people who do not share them. Staff and volunteers are required to treat all people they meet, with dignity and respect, and are entitled to expect this in return. 
 
Training 
The Trust has a shared responsibility with the post holder for identifying and satisfying training and development needs.  The post holder is expected to actively contribute to their own continuous professional development, and to attend and participate in any training or development activities required to assist them in undertaking their role and meeting their safeguarding and general obligations. 
 
This job description may subject to review and/ or amendment at any time to reflect the requirements of the job. Any amendments will be made in consultation with any existing post holder and will be commensurate with the grade for the job. The post holder is expected to comply with any reasonable management requests. 
 
Copies of all relevant policies are available through the post holder’s line manager and the Trust HR team 
PERSON SPECIFICATION

	JOB TITLE


	ICT & Digital Media Technician

	SCHOOL LOCATION
	FOXFORD COMMUNITY SCHOOL

	GRADE
	All year round salary £18,933 - £20,092 per annum (part time £14,072 - £14,933 pa)

	HOURS
	Full time or part time.  Full time hours - 37 hour per week, 5 days per week, all year round. 

Hours of work: 8.00 – 4.00 Monday to Thursday, 8.00 – 3.30 Friday with 30 minutes break each day.   Part time hours: 5.5 hours per day (27.5 hours per week) around the school timetabled day between 8.45 am and 3.13 pm. 


	ATTRIBUTES
	JOB REQUIREMENTS
	MEASUREMENT

	KNOWLEDGE


	· Practical and procedural knowledge across a range on ICT operating systems, networks, and software.

· Proven knowledge of using and operating Windows Server 2003 to 2012 and other network structures

· Knowledge and experience of Microsoft Windows and Microsoft Office suite

· Ability to install software and hardware.

· Knowledge of ICT and communication technologies, to include Email, Internet, Digital scanning etc.
· Knowledge of strategies to ensure data security and integrity.

· Knowledge of ICT troubleshooting skills.

· Knowledge and understanding of fundamentals of ICT networking.
· Knowledge of audio-visual systems

· Knowledge of education systems and the role of ICT within a school environment

· Knowledge of Data Protection rules, and implication of safer use of the Internet

· Knowledge of ways of monitoring usage of ICT facilities across the School

· Knowledge of health and safety requirements relating to the day to day use of ICT facilities and knowledge of Health & Safety in specific projects
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	SKILLS and ABILITIES
	· Effective communication skills with staff and students

· Disseminate knowledge and skills to others in a way that will promote their understanding, enabling them to work more independently

· Use a variety of software applications, including word processing, database, spreadsheets, desk top publishing, photoshop, PowerPoint, as well as the internet
· Work alongside students to provide guidance and practical support in a positive and encouraging manner

· Organisational skills

· ICT application skills 

· Sound analytical skills.
· Prioritise workload to meet agreed deadlines.
· Ability to learn new skills.
· Work in a supportive team environment and to form positive professional relationships with students and colleagues.
· Problem solve in response to queries from students and staff

· Be flexible, use initiative, and remain calm and focused during times of pressure to ensure that tasks are carried out accurately and with speed
· Adhere to policies, procedures, and relevant legislation.
· Be reliable and punctual.
· Be an excellent role model for young people
· Lift and carry equipment

· Use of numeracy skills to undertake tasks such as inventory checks and maintenance of stock levels

· Technical and practical skills in order to provide the required level of "hands-on" support, fault finding and problem solving
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	EDUCATIONAL ACHIEVEMENTS
	· GCSE Maths and English Grade A-C or equivalent or willingness to work towards literacy and numeracy functional skills qualifications.

	A



	EXPERIENCE


	· Of administering a Network infrastructure

· Of administering Windows Desktop and Windows Server environments

· Of network printing solutions
· Of working with young people
· Of providing technical and practical ICT support in a learning environment
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	SAFEGUARDING


	In addition to candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people.
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.
· Emotional resilience in working with challenging behaviours; and 

· Attitudes to use of authority and maintaining discipline.


A- Application Form, I – Interview, R- Reference

