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	Job Title:
	Trust IT Technician
	Department/Group:
	IT-Services

	Level/Salary Range:
	Grade E Points 11-17
	Reporting to:
	Trust IT Manager

	Contract term:
	Permanent
	Hours per week:
	37

	Safer Recruitment Statement 

	The Bishop Fraser Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Vision Statement 

	“To allow all children to experience ‘life in all its fullness, no matter what their starting point” by:
•	Offering a high-quality, inclusive and distinctive education
•	A caring and nurturing environment based on our Christian values
•	Recognising the unique nature of each child.

	All staff employed by the Bishop Fraser Trust are required to: 

	· uphold and promote the Trust’s vision  
· uphold and promote the Christian ethos of all schools in the Trust
· support and contribute to the achievement of all students academically and pastorally
· support and contribute to the Trust’s responsibility for safeguarding all students
· undertake professional training to enhance personal development and job performance;
· Comply with all Trust and individual school policies and procedures, including safeguarding, child protection, health, safety and security, confidentiality, and data protection
· maintain high professional standards of attendance, punctuality, appearance, conduct and positive relationships with all pupils, parents/carers, colleagues, governors, trustees and members; treating everyone with dignity and respect
· share best practices, expertise and skills with others

	Main Objectives of Role:

	· To support the Trust IT Manager and Team to meet students' academic, pastoral, and other needs by improving the quality of teaching and learning, thereby helping all students achieve their full potential by ensuring the availability of a fully operational IT network throughout the trust estate.
· To assist staff and students in resolving problems with hardware and software to ensure that students can maximise the use of available IT equipment and systems, thereby maximising their understanding of the range of learning opportunities and the quality of work. 
· Install, maintain, and upgrade the software to enable all students and staff to use all available IT equipment and systems fully.
· Ensure software is correctly licensed to ensure that the school complies with legislative and other requirements.
· To carry out repairs to hardware within own ability, to arrange other maintenance, to ensure maximum availability and cost-effectiveness of all IT equipment in the school. 
· To be to commute and support trust IT estates when required 
· To ensure the efficient management of IT systems throughout the school by following agreed procedures and policies and complying with Data Protection regulations to minimise potential data loss. 




	Job Description:

	
· To promote IT and AV, providing technical support to departments, schools, and trust-wide events. This includes the setting up, operating, and dismantling of IT and AV equipment, including but not limited to PCs, printers, screens, projectors, and other hardware. 
· To help prioritise help desk jobs within the IT Team, answering telephone support calls and fulfilling help desk requests across the trust estate. Alongside helping to maintain a trust-wide helpdesk, be proactive in resolving issues across the IT estate.
· To support end users with help and advice. Support staff and students with hardware and software problems arising from using IT equipment within the classroom and across the schools and central trust team. 
· To manage stock, purchase and replace ICT consumables in line with processes and policies set out within the trust IT team.
· To help with installing, upgrading, configuring, testing, and maintaining hardware and software, including operating systems, end-user devices, CCTV, telephone, and door access systems. Also, information management and data systems.
· To proactively monitor and maintain computer systems across the trust IT estate.
· General housekeeping including, but not limited to, the creation and archiving of system user accounts, asset management, and proactive maintenance of computer suites and hardware.
· Liaising with outside organisations for faults/repairs of hardware/software under warranty and/or part of a service level agreement.
· Production and updating of technical manuals, user guides and equipment inventories.
· Auditing, testing, branding, and logging of new hardware/software on arrival in the network inventory. 
· Ensuring a clean and tidy work environment in compliance with health and safety laws. 
· Communication with the trust IT Manager to illustrate progress and issues regarding IT support. 
· To assist the IT department by performing other tasks as instructed by the Trust IT Manager.
· To maintain personal and professional development to meet the changing demands of the team. To be prepared to attend training courses as and when required. Classes may be held away from your usual place of work. 
· To adhere to all Health and Safety policies, practices and procedures and bring to the immediate attention of the Trust IT Manager any activity or occurrence which may prove a danger to yourself or others. 


Whilst every effort has been made to explain the primary duties and responsibilities for the post, each task undertaken may not be identified, especially in the context of a growing trust which requires flexibility in all its employees. 

This job description is current at the date shown but, in consultation with the post holder, may be changed by the Trust to reflect or anticipate changes commensurate with the grade and job title. 

As with all roles at The Bishop Fraser Trust, protocols and policies must be followed to protect the data subject’s personal information. 
General Responsibilities 
· Work collaboratively with a range of internal and external partners, demonstrating a positive ‘can do’ attitude and working as one team for the wider ‘team BFT’
· Flexibility with working hours on occasion beyond the usual working day, recognising the variable nature of workloads and deadlines.  It must also be noted that the Trust strongly recognises the fundamental importance of a private and family life, and of adequate rest and recreation.


	All staff at the Bishop Fraser Trust will:

	· Seek to be positive and build up the common good through their own individual contribution to the life of their school
· Offer ideas and suggestions for making things better
· Engage actively in the appraisal and performance review process
· Seek to develop a better work/life balance
· Appreciate that whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified in this job description
· Work within the Trust and individual school’s Health & Safety Policies to ensure a safe working environment for all staff and pupils.
· Follow any reasonable request to undertake work of a similar level that is not specified in this job description.
· Be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.
· Promote equality and celebrate diversity, seeking to reduce disadvantage, and to encourage aspirations and participation from people who might not otherwise join in.
If appointed, the successful applicant must be aware that the principal responsibilities and tasks as set out above are not intended to be exhaustive. The need for flexibility, accountability and team working is required.
This job description is current at the date shown, but following consultation with you, may be changed to reflect or anticipate changes in the job which are commensurate with the salary and job title.  It allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out.  The above responsibilities are subject to the general duties and responsibilities contained in the statement of conditions of employment.

	Last Updated:
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