MAYFIELD SCHOOL - JOB DESCRIPTION

Job Title:

ICT Technician

Responsible to: 
ICT Network Manager

Salary Range:
Scale E (Points 18 – 21)
School:

Mayfield

The following is an outline of the range of generic duties that can be expected of an ICT Technician. These duties may vary from time to time according to the needs of the school and the children but do not change the nature of the job or the responsibility involved.

We want to encourage staff with particular skills or knowledge to use these to broaden the educational opportunities available to all.

Key purpose of job

· To assist and support the ICT Network Manager in the use of ICT within the school environment through the maintenance of school ICT software, hardware and related peripherals.

Key duties

· Maintenance of computer peripheral equipment within the school.

· Routine maintenance of PCs and laptops.

· Assist with maintaining and updating the school website.

· To ensure that reliable backups of the network are made and stored as required.

· To ensure that the ICT inventory is kept up to date at all times under the direction of the ICT Network Manager.

· Resolve basic problems associated with operating systems, networks, software, hardware, printers etc around the school

· Ensure back-ups of our network servers at specific intervals

· Ensure virus protection is kept up to date

· Ensure projectors are pro-actively maintained

· Maintain the hardware inventory with new and updated equipment in accordance with audit requirements

· Maintain the school ipads, installing apps etc

· Maintain the school domain, adding and deleting staff and pupils as they join or leave the school.

· Undergo any training linked to the development of ICT and disseminate the training to others

General responsibilities
· Support the Pupils by: Ensuring that, as far as possible, pupils are not exposed to inappropriate materials on the internet
· Working with staff, parents and pupils to promote safe use of ICT equipment and sites at school and at home
· Support in the identification of software and hardware that can aid children with specific educational needs
· Support the Teachers by: Preparing hall and classrooms for ICT activities as appropriate
· Develop quality relationships with all users of the ICT facilities in school.

· Contribute to the development of ICT function within the school

· Support the behaviour and other protocols within the school

Signed:
……………………………………….

Dated:  …………………………………..

       June Palmer, Headteacher 

Signed:
……………………………………….

Dated:  …………………………………..


PERSON SPECIFICATION

Essential

· Will have some experience in supporting ICT systems, including Windows and Office or will hold relevant qualification
· Will have a willingness to learn / develop new skills as required
· Will be a good communicator at all levels; with staff and pupils
· Will have a flexible and friendly approach and be able to work as a member of a team. 
· Will be enthusiastic, well motivated and able to use own initiative.
· Have the ability to solve problems as they occur and prioritise a busy workload
· Be punctual and reliable
· Have the ability and the desire to work alongside students with special needs
Desirable

· Experienced in the use of educational software, ideally those used in Special Educational Needs environment 
· Experience in the administration of a Windows Server 2003 system, ideally RM CC3

· Knowledge of media / video productions

