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JOB DESCRIPTION 

	Job Title
	Apprentice ICT Technician 

	Grade
	£4.00 per hour

	Department
	ICT

	Location
	Sandringham & Longbridge

	Line Manager
	Network and Infrastructure Manager

	Line Management of
	n/a


Purpose of the role

Apprentice ICT Technician will be responsible for general maintenance of defined computer equipment and for the resolution of identified technical problems. As well as this the apprentice technician will be expected to undertake general tasks which will promote the use of ICT across the curriculum.  The job is across both sites and the post holder will be expected to rotate between Sandringham & Longbridge Campus on a weekly basis.

The following indicate some of the principal tasks and responsibilities:

Software

· Install and test new software.

· Make software available to appropriate users.

· Keep record of licences.

· Ensure the anti-virus software is installed, kept up to date and working properly on all stations.

· Check security updates are applied correctly to Workstations and Servers to prevent spread of viruses.

· Share files as required by staff for pupil and teacher use.

· Set up and maintain user e-mail accounts.

· Troubleshoot problems with software as they arise.

Hardware

· Maintain, monitor and develop ICT systems and perform any necessary repairs.

· Check new computer equipment on arrival and install as appropriate.

· Maintain ICT inventory.

· Maintain computer peripheral equipment such as teaching desk installations, scanners, printers, cameras, plasma screen, projectors; ensure that these are prepared and ready to be used.

· Assist the ICT Team in the deployment of computer hardware around the school.

· Keep a log of all technical faults and resolve issues in a timely and efficient manner.

· Liaise with external support agencies as required to resolve issues.

· Liaise with external suppliers for the repair of equipment under warranty or maintenance contract.

· Equip, maintain, and set up school hall installations for assemblies and meetings.

· Maintain and support the Wireless network. 

Network Management

· Set up, maintain and remove user network accounts where appropriate including the allocation of printer credits and file space.

· Carry out routine network maintenance tasks.

· Be familiar with the network infrastructure (cable and patch panels, hubs, switches, router) and keep a log of any damage to it, and repair or arrange for repair as appropriate.

· Maintain school’s acceptable usage policy.

Other Tasks

· Create and allocate new ID cards when needed.

· Resolving issues in a timely manner as directed by the Network and Infrastructure Manager and ICT support targets framework.

· Assisting school stakeholders with any ICT related issues.

· Managing all areas of responsibility efficiently and effectively.

· To be aware of and abide by the school’s health and safety procedures and associated polices.

· To proactively implement the school’s policies and procedures.

The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other appropriate duties as may be required by the Head Teacher within the grading level of the post and the competence of the post holder.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

	Employees Signature


	
	Date
	

	Line Managers Job Title


	
	Date
	


BARKING ABBEY SCHOOL

A Specialist Sports College
PERSON SPECIFICATION

	Knowledge & Skills
	Criteria
	Essential

Essential
	Desirable

Desirable
	Assessment Method

Application A
Interview I
Task T

	
	
	
	
	A
	I
	T

	
	
	
	
	
	
	

	
	Basic Knowledge or experience of diagnosing hardware and software faults.
	√
	
	
	
	√

	
	Capable of installing and configuring common operating systems, primarily Microsoft Windows 7.
	√
	
	
	
	√

	
	Capable of installing and configuring Microsoft and other Applications.
	√
	
	
	
	√

	
	Basic knowledge of networks.
	
	√
	
	
	√

	
	Ability to carry out basic hardware repairs.
	√
	
	
	
	√

	
	Demonstrate effective prioritisation skills.
	√
	
	
	√
	

	
	Ability to organise workload to meet deadlines.
	√
	
	
	√
	

	
	Ability to work under pressure.
	√
	
	
	√
	

	
	Ability to effectively communicate both verbally and in writing.
	√
	
	√
	√
	

	
	Ability to articulate effectively technical information to a variety of people with varying technical knowledge.
	√
	
	
	√
	

	
	Ability to work effectively as part of a team.
	√
	
	
	√
	

	
	Ability to adapt to a constantly changing and growing environment.
	√
	
	
	√
	

	
	Effective interpersonal skills in order to maintain good working relations.
	√
	
	
	√
	

	
	
	
	
	
	
	

	Experience
	Any experience of building/maintaining computers either in business or personal home user
	
	√
	√
	
	

	
	Any experience of working in an academic environment
	
	√
	√
	
	

	
	
	
	
	
	
	

	Qualifications
	GCSE (any grade) or Basic skills Level 1/2 in English/literacy
	
	√
	√
	
	

	
	GCSE (any grade) or Basic skills Level 1/2 in Maths/Numeracy
	
	√
	√
	
	

	
	Basic IT Course (ECDL or Equivalent)
	
	√
	√
	
	

	
	
	
	
	
	
	

	Attitude & Personal Qualities
	To present a professional image to customers.
	√
	
	√
	√
	

	
	Ability to demonstrate sound judgement.
	√
	
	
	√
	

	
	Ability to work on own and use initiative.
	√
	
	
	√
	

	
	Honesty and Integrity.
	√
	
	
	√
	

	
	Understanding the need to use discretion and respect confidentiality.
	√
	
	√
	√
	

	
	Commitment to safeguarding and promoting the welfare of children and young people.
	√
	
	√
	√
	

	
	Understanding of the requirements of data protection and disclosure of information.
	√
	
	
	√
	

	
	Ability to demonstrate an awareness of equality and diversity and to promote these through working practices.
	√
	
	
	√
	

	
	Ability to work flexibly and outside of normal school hours.
	√
	
	
	√
	

	
	Current driving licence and car for travel and transport between Sandringham & Longbridge
	
	√
	√
	
	


Barking Abbey is committed to safeguarding and promoting the welfare of children and is an Equal Opportunities Employer.

This post is exempt from the Rehabilitation of Offenders Act 1974 and a comprehensive screening process, including a Disclosure & Barring check, will be undertaken on all successful applicants.
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