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Job Description and Person Specification
The purpose of the Job Description and Person Specification is to provide information about the role and the skills a successful candidate must have.

Note for recruiting managers: If you are recruiting for an existing post, reuse the Job Description and

Person Specification that already exists for the job.

Job details

	Job title:                  Apprentice ICT Technician (Fixed for 12 Months)

	Directorate:             The Viridis Federation of Orchard, Southwold & Hoxton Garden Primary Schools


	Reporting to:           Federation Business Manager

	Grade:                    Apprentice



Job description


Purpose of the post:

Under the guidance of the Federation Business Manager and IT Technician, to provide specialist support in all aspects relating to the care and maintenance of computing, audio, visual, photocopying and telephone equipment across the Schools.
Main duties and responsibilities:
1. To provide first line support to students and staff for hardware, software, audio-visual, photocopiers and telephone equipment.

2. To assist  with  the  purchase,  setting  up,  maintenance  and  repair  of computers,  audio-visual  equipment,  computer-linked  equipment  and computer-related equipment.

3. To install and configure software applications.

4. To help produce and maintain IT statistics, reports, checklists and other documentation as necessary.

5. To assist with the upkeep of the schools IT asset register/inventory.

6. To help  maintain  appropriate  stock  levels of  computer  consumables  and accessories and to raise purchase orders as necessary ensuring that value for money is obtained.

7. To maintain  satisfactory  standards  of  safety  and  security  in  relation  to computer rooms and equipment.

8. To set up, maintain and organise repairs for various computing, audio visual and telephone   
equipment.

9. To work towards and complete an NVQ Level 3 for IT Professionals.

10. To be aware of and abide by the Schools’ health and safety procedures and associated polices.

11. To proactively implement the Schools’ policies and procedures.

12. To undertake any other relevant duties as may reasonably be requested by the FBM/IT Technician.
General requirements:
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 Take part in the school’s performance management system.

[image: image2.png]


 Enhanced DBS Check.
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  Strong commitment to furthering equalities in both service delivery and employment practice.
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 You must promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or come into contact with.

Job title:   Apprentice ICT Technician
Person Specification
 Essential     Desirable
	Qualifications
	
	

	· Willing to undertake an NVQ level 3 in IT qualification

· GCSE Maths & English or equivalent at grade C or above
	

	


	Experience
	
	

	· Experience of Windows/Apple Operating Systems & Enthusiasm for IT
	
	

	· Experience in relevant discipline i.e. IT networking equipment and software
	
	


	Knowledge
	
	

	· Ability to install software and hardware - Windows and Apple based

· Knowledge of Microsoft Software including Office
	

	


	Skills
	
	

	· Very good numeracy/literacy skills
	
	

	· Effective use of ICT and other specialist equipment/resources
	
	

	· Ability to self-evaluate learning needs and actively seek learning       opportunities.
	
	

	· Ability to relate well to children and adults.
	
	

	· Ability to work independently and collaboratively to ensure the delivery of agreed workload.
	
	

	· Good organisational and interpersonal skills
· Display commitment to the protection and safeguarding of children and young people.
	

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