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Job Description

	Job Title:
	ICT Technician (Secondary)

	Salary range / job grade:
	Grade D - £16,781 - 52 Weeks/year

	Responsible to:
	Network Manager

	Responsible for:
	· Assisting in the development, support, maintenance and security of all ICT systems within the Trust.
· Assisting in the installation, configuration and testing of hardware and software.
· Providing technical advice and assistance in the classroom to support students and teaching staff with learning activities.
· Assisting with staff training as required.


	Location:
	· The role will be initially base at Wymondham High during completion of induction and training. The role will subsequently be based at either High School (To be agreed with the role holder) within the Trust and will require travel to all Trust Schools.

	Effective Date:
	


Role and Context


Duties and Responsibilities:

Main duties and responsibilities are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Trust via line manager or senior staff.


The role will be initially based at Wymondham High for training.  The role will subsequently be based at any school within the trust on an ad-hoc basis.


Operational:
S/he shall establish and maintain good relationships with all students, parents/carers, colleagues and other professionals.
S/he shall assist with the operation of the school’s information and communication networks, undertaking appropriate repairs as necessary.
S/he shall assist with the effective development of the school’s information and communications networks including the website.
S/he shall advise and assist her/his line manager and the senior leadership team on hardware and software matters within the Trust including any ICT developments, relevant bids and suppliers.
S/he shall assist administrative staff with hardware and software operations as required by her/his line manager
S/he shall assist with ensuring that staff and students have a satisfactory, robust, reliable and secure ICT environment, including back-up schemes for the curriculum and administration ICT environments.
S/he shall assist with installation and configuration of hardware and software including new releases, carry out testing and train staff and students.
S/he shall assist in the monitoring of the performance of hardware, software and the network, identifying problems and resolving them, and advise her/his line manager of issues and potential improvements.


































S/he shall assist in providing live run scheduling and monitoring as required, including integrity checking for archive/back-up data including data export for networks and other regular housekeeping and maintenance procedures.
S/he shall assist in ensuring security of work on the network by maintaining a regular programme of backing-up, including taped back-ups and mirrored hard drives, and setting and monitoring access levels of all users.
S/he shall assist with the safe receipt and storage of hardware, software and consumables including any necessary unpacking and installation.
S/he shall assist in maintaining accurate and up to date records of all ICT hardware and software on site including its signing out/in to staff, for example, laptops and digital projectors.
S/he shall check and re-fit toner and cartridges and carry out periodic printer maintenance such as head cleaning and alignment.
S/he shall assist in the control of stock, including liaising with suppliers, maintaining records, and monitoring stock levels.
S/he shall assist in maintaining a log of problems, changes and resolutions.
S/he shall assist in monitoring and managing the use of the internet within the Trust and report issues to her/his line manager.
S/he shall support the network by adding new members of the school community and the archiving of user materials from school leavers before removal of their user accounts.
S/he shall support the delivery of INSET programmes for staff and assemblies as required.
Administrative 
S/he shall ensure that all administrative duties, checks and documentation are completed to the required level of accuracy including returns and reports.
S/he shall collate information, statistics and prepare reports as required by her/his line manager, the headteacher and the governing board.
General 
S/he shall attend events as required and provide associated technical support.
S/he shall attend relevant meetings and training sessions.
S/he shall keep abreast of developments and changes in the ICT field and communicate to staff as appropriate.
S/he shall perform any other reasonable duty as required by the line manager and /or senior staff on an ad-hoc or regular basis.
























































	General Information:
· The job specification details the main outcomes required and should only be updated to reflect major changes that impact on the outcomes for the job.  
· All work performed/duties undertaken must be carried out in accordance with relevant school policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve.  
· Post holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.


	Review:
[bookmark: _GoBack]This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post-holder. It is not a comprehensive statement of procedures and tasks but sets out the mean expectations of the Trust in relation to the post-holder’s professional responsibilities and duties.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.


	Signature:
	Date:
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