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Mulberry Academy Shoreditch

	JOB DESCRIPTION

	Post Title: 	Junior IT Technician
	Responsibility:
	None

	Grade:        Scale 3
	Responsibility Allowance:
	

	Working Pattern
	Full time / All Year

	Department:
	IT

	Responsible to:
	Network Manager

	Responsible for:	
	Managing the IT Helpdesk, in order to ensure that it meets the needs and requirements of an ‘outstanding’ school.
Take a lead role in managing Sixth Form Laptop Provision.

	Date:
	June 2024




MAIN PURPOSE OF THE JOB 

1. Provide high quality ICT service support to the academy’s staff and students through the installation and configuration of equipment and desktop/remote ICT support for users.
2. Maintain regular communication with the Help Desk to ensure all ICT incidents configurations and changes are recorded, reported on and controlled within the agreed processes. 
3. To support the IT Department with relevant support functions, including IT Asset Tagging and IT Asset Register Audits. 
4. To act as lead person managing the Student Laptop Loan throughout the school year.
5. As required, to support academy events such as school open days, parents’ evenings and other similar activities. 
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MAIN DUTIES

The position will carry with it the following responsibilities:

· Provide 1st line IT support to staff & students.   
· Provide IT support to users contacting our helpdesk. Ensure all jobs are logged within the Helpdesk.
· Ensure that the IT equipment is fully functioning and perform regular maintenance on ICT equipment. Setting up new machines, swapping faulty devices carry out fault finding; escalate to Senior ICT Engineer for repairs where necessary.
· Help to ensure the smooth running of all computer equipment within the school and responding to urgent IT issues.
· Escalate IT support issues to Senior ICT Engineer. 
· Supporting the school’s audio-visual systems and solving projector, interactive televisions and whiteboard issues, including all school events such as open and parent evenings.
· Support project rollout across the school, as directed.
· Attend relevant courses and actively seek to broaden knowledge and skills relevant to responsibilities.
· Read online and published materials about the educational use of ICT maintaining an understanding of current hardware and software trends ensuring the best tools are utilised for each task.
· Attend staff Inset days and provide training on the use of ICT resources as and when required.
· To attend staff meetings as required.
· To be responsible for own career development and to undertake training as appropriate for the further development of the post.
· To undertake other tasks that are appropriate to the post as directed by the Network Manager.
· Work as part of a team and adopt flexible working practices.
· Follow the academy’s Health and Safety procedures and raise awareness among other users.
· To wear appropriate business dress.
· Undertake other IT based tasks as instructed by the line manager.
· Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety and security, confidentiality and data protection, reporting any concerns to an appropriate person.
· To take responsibility in conjunction with their line manager for their own professional development and to participate in staff training, when provided.  

Additional Duties 

1. To provide routine administrative support, eg filing, emailing, telephone cover and completing forms as required by the academy. 
2. To provide general support to the academy, eg. Duty during line-ups, lesson changeovers and at other times as required. 
3. Play a full role within the life of the Academy community, support its ethos and encourage all staff and students to follow this example. 
4. Promote and support all Academy policies. 
5. Continue personal professional development. 

In addition to the above, specific responsibilities, the post holder will carry out any other reasonable duties relevant to the role as directed by the Principal.

EQUAL OPPORTUNITIES STATEMENT

Adhere to the Academy’s Equal Opportunities policies and ensure anti-discriminatory practice within the service area.

COMMENSURATE STATEMENT

Undertake any other reasonable duties commensurate with the grade as determined by the manager.

SAFEGUARDING 

To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the Academy and the local authority. 




Signed	_____________________________	Date	_____________
			Post holder




Signed	_____________________________	Date	24/06/2024
		   Responsible Officer/Principal





	Person Specification for the Post of
Junior IT Technician

	Knowledge 
	1. English and Maths GCSE, at grade C or above 
2. Working knowledge of a range of IT software, hardware, digital technologies and operating systems suited to school use 
3. Knowledge of Microsoft Office applications 
4. Working knowledge of relevant legislation, including Health and Safety; 
5. Experience of providing 1st line IT support, preferably in a ‘real time environment’ such as education


	Qualifications & Experience 
	6. Experience of working in a customer-focused environment. 
7. Experience of using a wide range of computer equipment and accessories. 
8. Previous experience of working in an education setting or in a busy office. 
9. Commitment to maintaining the caring and supportive ethos of the academy. 
10. Experience of using Microsoft Outlook, Word and Excel. 


	Achieving Results 

	11. The ability to pay close attention to detail and checking information for accuracy. 
12. The ability to work independently and to take initiative when appropriate. 
13. Sound time management and the ability to prioritise workload to meet deadlines. 
14. Flexibility to adapt quickly to rapidly changing circumstances. 
15. Ability to work under pressure in the Academy environment.


	Engaging With Others 

	16. Excellent interpersonal and communication skills (both oral and written). 
17. The ability to work as part of a team. 
18. Patience and a pleasant manner.  
19. Understanding of, and ability to, maintain strict confidentiality, where appropriate. 
20. Ability to work as part of, and contribute to, the Academy’s Support Staff Team.


	 Valuing Diversity 

	21. Experience or empathy with, working in a multicultural environment.
22. Knowledge of and commitment to Equal Opportunities and the ability to implement it.





	Learning Effectively 

	23. IT literate and willing to undertake further training as required. 
24. Willingness to undertake professional development in the context of rapid development in the use of information technology.
25. A commitment to continuous professional development
26. Able to share good practice and experience and learn from others


	Other 
	27. Demonstrable understanding and commitment to safeguarding the welfare of students and young people. 
28. The postholder may be required to work outside of normal Academy hours on occasions (e.g. assisting with Parents’ Evenings, Achievement Evenings, Plays, etc).


	
	This post is subject to an Enhanced DBS Disclosure and the successful applicant will be subject to relevant vetting checks before an offer of appointment is confirmed, and will be subject to rechecking as appropriate.
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