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JOB DESCRIPTION

	Post Title
	Network Technician

	Responsible To
	Senior Network Technician

	Salary                 
	3A – 3B (£18,065 - £18,426)

	Hours
	37 hours, full year

	Start Date
	ASAP


Main Purpose

Under the instruction/guidance of senior staff the successful applicant will provide general ICT support for the Cumbria Education Trust network, including the maintenance of hardware and support to staff and students.
ICT Support 

· Work to solve tickets in our Helpdesk system. To prioritise & escalate tickets as required.

· Update asset lists, keeping track of laptops, projectors and other ICT equipment. 

· Ensure satisfactory working state of equipment in the ICT rooms for teaching and pupil use. 

· Help staff and students to access software and data used within the Cumbria Education Trust. 

· Troubleshoot and assist users face-to-face, by phone, by email or by remote access. 

· Support staff and students with varying knowledge and experience. 

· To assist in the backup and recovery of user files from backup.

Administration
· Monitor and manage stock and supplies for the specific curriculum area, cataloguing as required.

· Maintain a current knowledge of health and safety requirements, including attending courses as required
Technical Installation & Configurations

· Configure, test and deploy software across the network as required using manual or automatic deployment methods.

· Install, service and repair hardware, including liaising with supplier to arrange repair or replacement.

· Troubleshoot software compatibility issues. 

· Install & test projectors/smart boards/speakers/network/computers/printers. 

· Clean and maintain ICT equipment
Systems Administration

· Create & update network user accounts, including password and email details.

· Update and deploy computer images using Microsoft technologies.
· Maintain the school Office365 tenancy, including creating & updating accounts.

· Assist in the maintenance of the school/trust telephone system. 
ICT Equipment

· Set up and assist staff with ICT equipment around the schools and Trust office e.g. using projectors. 

· Provide Audio Visual assistance for various school activities e.g. staff meetings, assemblies, 

Etc.
General

· Attend Staff Briefings/Meetings where appropriate
· Participate in training and other learning activities and performance development as required
· Contribute to the overall ethos/work/aims of the Cumbria Education Trust.
· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection/GDPR, reporting all concerns to an appropriate person
· Other duties as required in support of the school within the scope of this post.
· Act in manner which displays the utmost confidentiality and respect of pupil and staff records at all times.
· This role will involve some travelling to the schools in order to support staff and students, under the guidance of the Trust IT Services Manager.
Communication:

· Collate correspondence (e-mail, telephone and written) from internal and external sources.

· Handle enquiries and complaints from external agencies and stakeholders.

· Facilitate communication between the Trust staff and the wider company.

· Ensure correct escalation of any issues (particularly complaints and safeguarding issues)

Safeguarding:

The Cumbria Education Trust is committed to the safeguarding and promotion of the welfare of all children and young people in our care. All staff have a key role and responsibility in this area and will be subject to an Enhanced Disclosure check.
Review:

It is the practice for the Trust periodically to examine employees’ job descriptions and to update them to ensure that they relate to jobs as they are being performed, or to incorporate whatever changes are being proposed.  It is the school’s aim to reach agreement on any alterations. 


PERSON SPECIFICATION

Post Title:

Network Technician 
	
	ESSENTIAL
	DESIRABLE

	Qualification/Training/Competences
	Relevant NVQ 2 or equivalent, or experience in a relevant discipline.
Good numeracy and literacy skills.
Full Driving Licence.
	Participation in development and training opportunities.


	Knowledge
	Effective use of ICT.
Use of relevant equipment/ resources.
Knowledge of particular subject/technical area.
Knowledge of relevant polices/codes of practice and awareness of relevant legislation.
	

	Skills
	Ability to relate well to children and adults.
Ability to identify own training and development needs and co-operate with means to address these.
	

	Special Circumstances
	Occasional attendance at meetings outside normal hours.
Occasional essential technical tasks outside normal hours.
	


BE THE BEST YOU CAN BE
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