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Dormers Wells Learning Trust
Job Description
Post Held: Trust Wide ICT Technician
Salary Scale: Grade 5
Main purpose of the job:

· To support the Lead ICT Technician enabling the smooth running of the network rooms on a day to day basis across Dormers Wells Learning Trust. 
Duties and responsibilities 

· To respond to ICT Helpdesk/Support tickets in date order unless requested to re-prioritise by the Lead ICT Technician. 
· To assist with software and hardware faults or issues across the Trust.
· To update the ICT Helpdesk/Support ticketing system on the progress of support calls.  

· To advise the Lead ICT Technician of any on-going problems and to report these issues to the appropriate support vendor. 

· To provide technical support across the Trust: - including the creation and maintenance of accounts and user permissions, ensuring that users are created and/or deleted as appropriate, managing the allocation, user disk space usage/printer credits. To manage staff and student accounts as required on any appropriate management consoles as directed by the Lead ICT Technician.

· To diagnose and resolve basic network, software, hardware, peripherals and infrastructure faults across the Trust and perform basic maintenance and upgrades to computing devices and other peripherals under the Lead ICT Technician.

· To complete work related to the network across the Trust as required and to manage the maintenance of the networks computers and other devices. 

· To support future developments in ICT across the Trust including assisting with a rolling programme of computer upgrades. To install, test and document any new ICT equipment, including hardware, software and peripherals. To complete installations, configuration of all new computing devices and network cabling following manufacturer and/or school procedures and guidelines. 

· To assist in the installation, maintenance and documentation of network and non-network software, and to monitor and evaluate the use of such software.

· To work with suppliers and engineers setting up new equipment and printer consumable stock.

· To support staff by ensuring that ICT resources are in good working order and to ensure that the computer rooms are functional at the beginning, during the course of and at the end of each day.

· To clean projector filters, change bulbs and reset timers.

· To maintain, repair and rebuild Trust laptops and other devices.
· To facilitate staff requests for presentations in the Hall, Dining Hall or classrooms. To set up specific ICT equipment at agreed times and locations, including assisting staff with the organisation of open evenings and other events, which may take place outside of normal working hours.

· To train staff and students in the use of ICT as appropriate. 

· To produce simple guides and documents to facilitate the use of ICT and the administration of ICT.

Behaviour and Safety

· To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Designated Safeguarding Lead 
· To be responsible for the good maintenance, safety and security of offices, equipment, display areas, stock rooms and offices in adherence to Health and Safety regulations and curriculum area and school policy and procedures.

· To keep records in the office secure and confidential

Team working and collaboration

· Participate in any relevant meetings/professional development opportunities at the school
· Work as a team member and identify opportunities for working with colleagues and sharing the development of effective practice with them

· Contribute to the selection and professional development of other support staff 

· Ensure that colleagues working with you are appropriately involved in supporting learning and understand the roles they are expected to fulfil 

· To keep abreast of current legislation and developments relating to your area and attend INSET where appropriate within the Schools Improvement Plan and with regard to the school’s Investors in People programme.
· To participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management.

Fulfil wider professional responsibilities 

· Work collaboratively with others to develop effective professional relationships 

· Communicate and co-operate with relevant external bodies
· Make a positive contribution to the wider life and ethos of the school
Other 
· To refer issues/difficulties to the Line Manager in the first instance

· To have professional regard for the ethos, policies and practices of the school and maintain high standards in your own attendance and punctuality
· To adhere to school health and safety policy including risk assessment and safety systems
· To adhere to school policy on equality and diversity

· To contribute to the overall ethos/work/aims of the school

· To ensure all work is appropriately documented and kept up-to-date

· Establish constructive relationships and communicate with other agencies/professionals
· To play a full part in the life of the school community, to support its mission and ethos and to encourage and ensure staff and students follow this example

· To be courteous to colleagues and be welcoming to visitors and telephone callers

Note

Whilst every effort has been made to outline the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to carry out any reasonable request to undertake work of a similar level that is not specified in this job description.

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
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