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Allerton Grange School

Job Description



Job Title:
IT Technician 
Responsible to:
      IT Manager / SLT / Headteacher
Purpose of the Role:

To provide effective helpdesk support to all school IT users.

To work proactively with the IT manager to maintain and develop the school’s IT resource for safe, effective use by students and staff.
Main Duties
Day to day technical support
· Monitor and maintain support calls 

· Troubleshooting user problems and providing assistance, and ensuring the IT Manager is kept abreast of problems
· Support staff & students in the use of IT and escalate issues to IT Manager when necessary

· Working with the IT Manager to monitor and maintain all IT equipment including maintenance schedules and safety checks 

· Ensure IT resources and network services are ready for daily use
· Assisting in the development of the schools intranet and e-resources

· Work closely with the IT Manager to develop the school network infrastructure
· Communicate any work that has been undertaken to the IT Manager
· Maintain accurate and up to date documentation and policies for all IT Services
Regular monitoring and maintenance of IT resources

· Manage and maintain the IT inventory 

· Monitor and manage the booking of IT equipment and ensure procedures are followed

· Ensure consumables are sourced and that stock does not run below the minimum requirements

· Ensure IT equipment is kept in good working order
· Undertake project work as required

· Follow a methodical and structured model in troubleshooting problems

· Ensure all ICT equipment is kept secure and safe 
· Ensure all school data is kept secure and integrity maintained

Installation – Software and hardware 

· Undertake Software installation 
· Install and manage applications for use across the network

· Plan and manage Hardware installations including repairs and new installations

· Assist with installation/maintenance of network infrastructure components

· Assist with installation/maintenance of servers and components

Multimedia

· Provide technical support for school events & productions regarding video, audio and lighting.

· Support teaching staff with curriculum related audio and video requirements

Health & Safety

· Provide support to HR team in undertaking Building/Health and Safety risk assessments e.g. Display Screen and Accessibility Workspace assessments.

· Provide admin support to risk assessment reviews
General

Supporting the whole school technical/administration team as necessary.

The above is not exclusive nor exhaustive and the school may require the post holder to undertake duties commensurate with the role.

All staff are required to promote and actively support all school policies.  Staff must be aware of and support our safeguarding responsibilities.  Safeguarding is about keeping people safe and protecting them from harm, neglect, abuse and injury.  It is about being proactive and vigilant and acting on any concerns you might have.
	Economic Conditions: 

	Annual Leave:
	All Year Round NJC 

	Grade

Hours:
	B3 
37 hours per week. Variable start and finish times during peak work time. Must be available during key times of year as required by the examination and school events calendar (additional working hours maybe taken in lieu at a agreed time with my line manager)

	
	

	Conditions of Service:
	NJC Conditions apply    


	Professional Development

There are opportunities for professional development and a comprehensive CPD programme for staff. 

Allerton Grange has a positive commitment to the training and development of employees in all areas. Similarly employees are also expected to adopt a positive attitude to any training provided and also to their own personal development, keeping abreast of statutory requirements. 


	Relationships: The post holder will be required to maintain effective relationships with students, parents, staff and school governors. Along with any external agencies and the general public.


	Qualifications 

Good GCSE/A Level/NVQ Level and IT qualification or equivalent experience is desirable.


	Physical and Working Conditions:

Newly refurbished modern office environment.  

Frequent use of IT equipment.  Professional dress code. No on site smoking facility. 

	Person Specification – IT Technician 
Detailed below are the type of skills, experience and knowledge, which are required of applicants applying for the post.  The 'Essential Requirements' indicate the minimum requirements; areas detailed under 'Desirable Requirements' are additional attributes to enable the applicant to perform the position more effectively or with little or no training.  They are not essential, but may be used to distinguish between acceptable candidates.  Please ensure that you provide examples that clearly demonstrate you meet this specification in your application form. 




	Skills Required 

	Able to accurately enter/retrieve data information from information systems

Able to work with pressure and manage complex workload
Ability to cope with change and adapt quickly to a new and developing type of service delivery

Excellent literacy and numeracy skills

Able to communicate effectively, (in a polite, helpful and efficient manner) with a wide range of people, both face to face and over the telephone (Ability to relate well to children and adults)

Good time management, organisation skills and the ability to prioritise 

Ability to communicate effectively, orally and in writing

Able to work as part of a team
Ability to manipulate and interpret data
Accuracy and attention to detail 

Able to work under pressure, managing conflicting priorities
Able to identify problems, use initiative and refer to manager as necessary 

Flexibility in order to adapt to the changing needs of the school

	Knowledge/Qualifications Required 

	Understanding network topologies, infrastructure and cabling
Knowledge and experience of virtual server environments

Knowledge and experience of managed wireless networks

A good level of English and Maths GCSE or equivalent along with a sound knowledge of written and spoken English

A comprehensive understanding of office procedures and working practice
To be able to use initiative, and have well developed incisive analytical and problem solving skills
To be able to monitor and evaluate procedures effectively
Develop, organise and deliver effective systems which produce outcomes that add value to the school
Take initiative and work independently to high levels of accuracy
Prioritise and plan to ensure completion of tasks
An understanding of equal opportunities, child protection and safeguarding 

	Experience required 

	Expert use of relevant IT software packages 

Working as an IT Technician and/or in multimedia.
Dealing with queries from a wide range of people

Providing customer focussed services

Hardware and software computer repairs

Maintaining and supporting networks, and Internet / Intranet access. 

IT installation, trouble shooting and issue resolution.

Managing workload effectively

Helpdesk support, including diagnostic questioning, and the ability to deal with difficult conflict situations

	Behavioural & Other Related Characteristics required

	Commitment to fulfil all the requirements of the job and provide a good quality of service

Ability to work positively with colleagues creating a good working environment

Customer orientated and able to relate well to adults and children 

An ability to maintain confidentiality. 

Confidence, enthusiasm, flexibility, and responsiveness to work 

A desire to learn and to work with all to promote the aims of the school. 

Commitment to hard work, team work and supporting others

Present a positive personal image, contributing to a welcoming environment

An interest in education and schools

Willingness to actively participate in training and development activities to ensure up to date knowledge, skills and continuous professional development.

Commitment to Equal Opportunities, Safeguarding and the School Culture Code
Be able to fully commit to and demonstrate the following Allerton Grange behaviours and values:

· Integrity: We are consistent in our actions, with a deep commitment and courage to do the right thing for the right reason, regardless of the circumstances, that are always in the best interest of the school. 

· Compassion: We demonstrate a willingness and desire to be kind to others. We are thoughtful and aware of what others’ lives and experiences are like. 

· Humility:  We are without any ego; we think of others before our self. We are open to the opinions of others and allow them to undertake their role with independence. 

· Collaborative: We are collaborative in our approach and in the way we face challenge; working together, listening and learning from each other.

· Modelling: We model the highest of expectations for behaviour and conduct in everything we do. We lead by example and act as positive role models. 

· Diligent: We are diligent in our work. We concentrate persistently to achieve our goals whether personal, professional or academic. 

· Enabler: We enable others to act and bring about positive change. We build the trust, confidence and competence to succeed. 

· Learning agility: We recognise all experiences as learning opportunities. We question why things went well or not to plan/ not as expected.

· Emotional intelligence: We adapt our emotions in a positive way to mitigate negative emotions in others, enabling a better outcome to be found.

· Courage: We are confident in our own abilities to address challenges. We have a strong moral core, which others recognise. 

· Critical thinker (intellectual curiosity): We engage with a variety of sources of authority before deciding on a course of action.




	PERSONAL SPECIFICATION DESIRABLE REQUIREMENTS: It is desirable that the Candidate should be able to demonstrate the following criteria for the post within the context of the specific role duties and responsibilities:  Candidates are not required to meet all the Desirable requirements however these may be used to distinguish between acceptable candidates.  

**If you do not meet any of the desirable requirements we would still like you to submit your application as training can be provided in these areas. 
 


	Skills Required 



	Knowledge of SIMS 

ICT qualification


	Knowledge required 



	Knowledge of SIMS and how it impacts on school improvement


	Experience required 



	Project Management at a senior level within an organisation 


	Behavioural & Other Related Characteristics required



	N/A




