Saracens High School
Job Description

	 
Job Title: 		ICT technician
	
Responsible to: 	School Business Manager 


The main purpose of this role is to ensure that the school’s computer networks provide an effective and efficient resource for pupils and staff.

To carry out this role effectively you need to be aware of, and support, the fundamental philosophy and aims and objectives of the school, and to be instrumental in creating an ethos which facilitates the effective education of every pupil and ensures that they make exceptional progress.

Your key responsibilities are:

To maintain the school’s ICT network and systems

· To provide support for the school’s servers and network structure 
· To provide hardware and software support for all computers
· To assist in the monitoring of the school’s networks, including anti-virus and E-safety
· To maintain all peripherals within the school
· To assist in the installation and maintenance of all software on computers and servers
· To assist in producing and updating department documentation including the asset database
· To assist in installing, maintaining and disposing of Printers & Scanners and AV solutions 
· To ensure end users adhere to ICT policies and procedures and provide information and training as required.
· To assist in supporting the schools wireless network
· To assist in monitoring and proactive management where possible of web based filtering, Internal networking, broadband usage and server infrastructure
· To assist in the backing up and restoration of school data, ensuring sensitivity and security at all times
· Monitoring ICT consumables to keep up with the demand for peripherals and toners
· Creating, managing and updating support calls, ensuring the ICT team and end users are updated with relevant information.
· In absence of the Network Manager, confidently to maintain and support the school’s servers and networked systems
· To maintain professional knowledge related to the maintenance, support and upgrading of the school’s servers and networked systems

To provide 1st and 2nd line support for all users, curriculum and administrative

· To assist in the management of ICT users and groups within the school, including credentials’ management
· To provide support to users of the School’s Management Information System and other administrative software
· To provide support to pupils and staff in accessing the ICT in school and remotely
· To support parents in their appropriate use of the school’s ICT systems, particularly through remote access
· Participate in the school performance management structure and take advantage of any development opportunities 
· Set personal targets and attend any relevant courses/in-service training 


Working as a member of a team 
· Contribute effectively to the planning of joint actions within the team 
· Refer matters beyond competence and role to other professionals in school 
· Interacting appropriately and professionally with teachers, colleagues and parent/carers 

Other Professional Requirements
· To be aware of and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person
· To adhere to school Health and Safety policy including risk assessment and safety systems
· To adhere to school policy on equality and diversity
· To contribute to the overall ethos/aims of the school
· To appreciate and support the roles of other professional
· To participate in training opportunities and professional development as required
· To be responsible for promoting and safeguarding the welfare of children and young people within the school

These key accountabilities outline the main areas of the role: they are not a comprehensive list of tasks to be undertaken. 

This job description may be varied from time to time in response to specific needs with in the school and at the direction of the Principal.  


Saracens High School
Person Specification

	 
Job Title: 		ICT technician
	
Responsible to: 	School Business Manager 




Essential:
•                     A keen interest in ICT
•                     Able to work as part of a team and independently
•                     Windows 10
•                     Apple iOS / Android
•                     Microsoft Office products / Google docs
•                     Printers, local and networked
[bookmark: _GoBack]•                     Audio Visual configurations
•                     Knowledge of desktop, laptop and tablet hardware
•                     File sharing and permissions
•                     Web based software applications
 
Desired:
•                     A minimum of 5 GCSEs with grades of A*-C including English and Maths
•                     Google for education / Office 365
•                     Windows Server 2016
•                     A basic understanding of:
o   Active directory
o   DNS/DHCP/WDS
o   Switches and networking
 

