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PERSON SPECIFICATION
POST TITLE: IT Support Assistant
The Smith Foundation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

	ATTRIBUTE
	ESSENTIAL
	DESIRABLE
	ASSESSED

	QUALIFICATIONS 
&
TRAINING
	· Educated to Level 4/5 or Grade C in English and Maths
	· Achieved or working towards an entry level IT certification
· Relevant degree or equivalent experience
	Application form

Interview

	RELEVANT EXPERIENCE
	· Experience of supporting IT systems and users in a workplace environment.
· Experience of working with Windows OS, Microsoft 365, and common hardware (e.g. printers, laptops, projectors)
· Experience with network infrastructure (e.g. switches, cabling, Wi-Fi access points)
· Experience managing or supporting IT asset inventories
	· Previously worked in a school, college or education setting providing support to teaching staff & students

· Experience of customer service or support
· Experience of learning new IT skills through personal research and self-learning 
	Application Form

Interview

	SPECIAL KNOWLEDGE
&
SKILLS
	· Proficient in MS Office and Windows
· Understanding of computer systems, networks, and common software applications
· Familiarity with Teams, SharePoint and OneDrive
· Understanding of cyber security principles and data protection (e.g. GDPR)
	· Basic troubleshooting skills and the ability to solve technical problems.
· Awareness of safeguarding procedures in an IT context
	Application Form

Interview


	PHYSICAL REQUIREMENTS
	· Ability to lift and carry IT equipment between locations.
	
	Application Form

Interview

	PERSONAL
	· Self-motivated and proactive, with the ability to follow instructions and work independently or as part of a team.
· Strong organisational and time management skills, with the ability to prioritise tasks effectively.
· Excellent attention to detail, accuracy, and a commitment to high standards.
· Clear communicator with strong interpersonal skills.
· Demonstrates integrity, reliability, and accountability.
· Maintains professionalism, appropriate boundaries, and serves as a positive role model.
· Keen interest in IT and a commitment to continuous learning and skills development.
	· Capability to explain technical issues to non-technical users.
	Application form
Interview
References

	ANY ADDITIONAL FACTORS
	· Commitment to aims, values and ethos of the school, including Quality of Life and Positive Behaviour Support
· Commitment to the safeguarding and welfare of young people
	· Full UK driving licence or ability to travel between sites if required
	Interview

References
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