Job Description:  IT TECHNICIAN

	Grade:  Aquinas 5
	Accountable to:  IT Network Manager

	Full time salary:  £19,484 - £24,630
	Hours:  36 hours, 52 weeks



Job purpose
To check and maintain the school’s ICT resources for safe, effective use by pupils and staff.
To provide basic technical support in line with the school’s ICT support service definition.
To support pupils and staff in the appropriate use of ICT.

The installation and maintenance of the school’s ICT resource
You will be required to provide support in the following areas: 

· Desktop & Application Support,
· [bookmark: _GoBack]Server & Network Support,
· Health & Safety,
· Configuration & Installation,
· Continuity, Maintenance & Security,
· Support Request Management, and
· Internal Support Arrangements & External Contracts.

But more specifically:

1. Connect, set up and check PCs and peripherals for normal operation. 
1. Perform routine maintenance tasks, including installing basic software packages and setting common options. 
1. Perform basic PC hardware repairs and upgrades. 
1. Maintain common hardware found in school; install applications and trouble-shoot basic problems. 
1. Detect, diagnose and resolve PC, peripheral and application errors. 
1. Perform routine maintenance tasks for user accounts and print credit management; run basic network monitoring reports and utilities. 
1. Maintain information on the school’s intranet. 
1. Install and maintain standard network cabling; perform basic diagnostic and recovery routines on network equipment; configure network clients with appropriate server information and software. 
1. Carry out basic safety checks. 
1. Follow relevant H&S procedures and raise awareness among staff, pupils and other users. 
1. Update records of installed hardware and software; maintain a software library and store original copies of installed applications. 
1. Update and maintain the IT departments assets register with associated tagging of items.
1. Maintain records on printer and toner usage, providing IT Network Manager with timely information on stock and re-order levels.
1. Follow routine maintenance procedures. 
1. Follow school backup, virus protection and security procedures. 
1. Accurately record support requests, outcomes and time taken in the support helpdesk. 
1. Investigate requests for support; record diagnostic information, retrieve details of similar requests and either resolve or escalate to the appropriate level. 
1. Work to the school’s support service definition; report on variations to contracted services and escalate contract/warranty issues appropriately. 
1. Identify possible ICT requirements and solutions. 
· Work with the IT Network Manager to implement, support, develop and sustain online reporting to parents.
· Work with the IT Network Manager to make updates to the school website as and when required.
· Work as part of a team. 
· Follow instructions to purchase ICT consumables and maintain stocks following school procedures.
· Undertake the support and installation of Apple, Microsoft, and any other specialist equipment within education, as well as supporting existing networks.
· Provide technical support for Microsoft Windows, and Mac OSX.
· Perform complete installations of new PC’s, Laptops or Apple devices, including image creation and deployment across the network.


The post holder will be expected to carry out such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.





































Person Specification: IT TECHNICIAN

	
	Essential 
	



	 Desirable 


	Qualifications
	· 5 GCSE’s, including Mathematics and English at grade C or above or equivalent qualifications.
· A level/NVQ Level 3 or equivalent qualification in a relevant subject.
	· Degree in relevant ICT subject

	Experience and skills
	· Experience of managing and/or supporting Windows 7 user devices.
· Experience of managing and supporting Microsoft Office.
· Experience in managing and supporting hardware devices such as printers, laptops and PCs.
· Experience in managing and supporting Local Area Networks and Wireless LANs.
· Experience of supporting MacOS and iOS devices.

	· Experience of installing and supporting iSAMS MIS
· Experience of managing and supporting users and devices via Microsoft Active Directory.
· Experience of supporting Interactive White Boards and Projectors.
· Experience of supporting and managing Windows Server.
· Relevant Microsoft/Cisco networking experience/qualifications.
· Experience using Deploy Studio and/or Profile Manager.
· Experience working in a school environment.



	Personal qualities 
	· To be approachable, resourceful, and pro-active.
· Attend relevant courses and actively seek to broaden knowledge and skills relevant to responsibilities
· Support staff and pupils in the use of ICT resources through direct interaction, “twilight” training sessions and by producing simple help sheets. 
· Attend and support staff training sessions, to increase personal understanding of how ICT is used in specific contexts. 

	




