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The Smith Foundation
JOB DESCRIPTION
IT Support Assistant 


	CONTRACT TERM
	Fixed Term Contract – 6 months

	CONTRACT TYPE 
	Full time - 37 hours per week 

	HOURS:
	8.15 am – 4.30 pm Monday to Thursday 
8.30 am – 2.30 pm Friday

	SALARY:
	NJC point scale 8 – 16 (£25,992 - £29,572)

	RESPONSIBLE TO:
	IT Manager

	LOCATION
	Multi-site – based at the William Henry Smith School



SAFEGUARDING 
The Smith Foundation has an effective child protection policy which provides clear direction to staff and others about expected codes of behaviour in dealing with safeguarding issues. The Foundation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. The successful candidates will be subject to an Enhanced Disclosure & Barring Service background check (you are applying for a position working in regulated activity). The Foundation is also committed to promoting the spiritual, moral, social and cultural development of both students and staff and reflects life in Modern Britain.

PURPOSE OF JOB: 

To support the effective operation of the Foundation’s IT infrastructure by providing responsive, high-quality maintenance and user support across all sites, in line with agreed Service Level Agreements (SLAs). Working as part of the IT Helpdesk team, alongside the Head of IT, IT Manager and external IT support providers, this role ensures the consistent delivery of technical assistance, contributes to the smooth running of day-to-day IT services, and helps drive the Foundation’s digital capabilities.


MAIN DUTIES AND RESPONSIBILITIES:  

 IT Support & Technical Operations
· Provide first-line IT support to all Foundation sites.
· Respond quickly and appropriately to all requests for assistance or support.
· Be available by phone, email, or in person during working hours.
· Troubleshoot hardware and software issues, escalating to the IT Manager or Head of IT or external IT provider when necessary.
· Support, troubleshoot, and maintain basic hardware, software, infrastructure, and operating systems.
· Proactively check and ensure devices are fully operational.
· Assist with daily operation of the Foundation’s network, including toner changes, software/hardware installation, and asset register updates.
· Setup and configure new IT equipment including PCs, laptops, mobile phones, printers, projectors, and visualisers.
· Perform routine preventative maintenance tasks (e.g. cleaning monitors, keyboards, mice).
· Administer the Foundation’s iPads and support staff/students in their use.
· Ensure assemblies are set up as required.
· Create and maintain ID swipes and keys for staff.
· Maintain workstations, printers, and Interactive Whiteboards.
· Support staff and students in the use of IT for educational purposes.
· Contribute to the implementation of technological change initiatives and projects.

Compliance & Governance

· Complete all tasks to a high standard, under the supervision of the IT team.
· Ensure that server rooms and IT offices are kept clean and organised.
· Assist with any reasonable technical or administrative IT-related tasks.
· Manage and monitor reprographics stock levels.
· Monitor student IT activity regularly and flag inappropriate use (e.g. use of VPNs).
· Ensure software deployment and updates (e.g. antivirus, Windows updates) are carried out.
· Ensure IT-related policies are followed (acceptable use, confidentiality, GDPR, etc.).
· Treat software, hardware, and user data with appropriate care and attention to security.
· Keep up to date with legal, security, and ethical issues relating to IT in education.

Network and System Administration

· Configure and deploy software across the network.
· Manage user accounts and workstations.
· Ensure network security through appropriate antivirus and update protocols.

Management Information (MI) Systems

· Maintain awareness and compliance with all data protection, confidentiality, and internet use policies.
· Support the use of MI systems and ensure appropriate access and data handling.
· Collaborate with the Corporate Compliance Officer to maintain the ID card system.
· Demonstrate interest and awareness in future developments in educational IT.

Other Specific Duties

· To participate in the Foundation’s programme of performance management. 
· Understand their professional responsibilities in relation to the Foundation’s policies and practices. 
· To participate in whole Foundation training days. 
· To ensure your Essential Training/Reading is kept up to date as well as any CPD relevant to the role. 
· To work across all Foundation sites as and when required by line management.  
· To undertake such other duties appropriate to the post as may from time to time be required to ensure the smooth and efficient running of the Foundation. 

Review:  
 
This Job Description will be subject to review and may be amended at any time after consultation with you.

Signed: ……………………………………………….…………		Date: …………………………………
                 
IT Support Technician

Signed: ………………………………………………….			Date: …………………………………            	
            	
Lisa King – Head of Central Services
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