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IT Support Technician

Job description

Summary of the role:

IT Support Technicians are primarily responsible for the maintenance and first line support of the School’s Information Technology resources, ensuring the smooth operation of devices and services throughout the school day, utilising the school’s online ServiceDesk tools to prioritise and respond to requests for support.
Responsible to the Director of IT and working alongside the whole IT Support Team, IT Support Technicians demonstrate a good level of technical competence to troubleshoot various problems, making use of excellent communication and customer service skills to provide guidance and support to all users of KGS systems. Opportunities for further training and development will be provided to extend existing skills.

The role will comprise, but is not limited to, the items below:

Duties and responsibilities:

General
· Assist with the day-to-day running of the School’s IT systems
· Provide general support to all users of the School’s IT systems making use of the online ServiceDesk to monitor and respond to requests for support
· Provide lesson support for Computing and Computer Science lessons as requested
· Maintain an awareness of changing technologies in the area of Information Technology and to those affecting the education sector, bringing suitable courses to the attention of the Director of IT where appropriate.
· Provide technical support to out-of-hours presentations and meetings as requested

Hardware/Software Maintenance
· Build and upgrade the components of devices on the School Network and assist with the regular rebuild process of existing devices updating the IT Inventory as appropriate
· Provide first line support for school-wide hardware and software-related requests, maintaining accurate records of support using the online ServiceDesk
· Source new devices for staff and students, liaising with suppliers to negotiate favourable costs
· Update the IT inventory system ensuring all items are correctly recorded and that reports can be run as required
· Support the annual device inspection for staff devices, maintaining accurate records within the inventory

Communications
· Support the in-house telephone system hardware escalating issues as necessary
· Deliver IT Induction Training for new members of Staff
· Update the school’s email distribution groups, conducting the annual update along with any changes throughout the year
· Support the School’s mobile phone solution, liaising with supplies and configuring the management software to ensure devices can provide the desired service

IT Projects
· Create useful resources and guides for use by the Department and the whole school community as appropriate
· Assist with the planning and delivery of annual, IT-related, whole school projects
· Work with Heads of Department to create, manage and develop various SharePoint sites ensuring staff and students can navigate resources effectively

Network Routine
· Provide routine support to network-related requests such as password changes, access permissions, printer configurations
· Provide support to all users of the school’s wireless infrastructure
· Provide support to all users for the school’s print management solution
· Create and manage user accounts in local AD and Entra ID to include security group membership and access control
· Provide support to the Access Control System deployed across the school sites, ensuring all users are given appropriate access as requested
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Hours of work:
This is a full time, permanent position working 8am – 4pm, Monday to Friday based on the school site.  Flexibility is required as there may be technical event support outside of the core school hours. This will be discussed and agreed in advance with the Director of IT. 






Person specification

	Qualifications & Experience - Essential 
· Proven experience in a customer service environment
· Understanding of Windows operating systems and Microsoft Office 
· Experience providing first line support, service delivery and fault diagnostics in an IT environment
· Excellent written and verbal communication skills with the ability to liaise with students, parents and staff in a professional and courteous manner
· The ability to set up and configure laptops, desktops and mobile devices


	Personal Competencies and Qualities - Essential
· Commitment to safeguarding, inclusion and student welfare
· Always uphold the school’s safeguarding and child protection policies
· Reliable, efficient, hardworking with a positive ‘can do’ attitude
· Must be able to work on own initiative and in team environment 
· Proactive and able to demonstrate ability to use initiative
· Enthusiasm, willingness, and a flexible approach to working hours and duties
· Professional conduct will include the highest level of integrity and discretion 




The post-holder’s responsibility for promoting and safeguarding the welfare of children and young people for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If while carrying out the duties of the post the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the School s/he must report any concerns to the School’s Child Protection Officer or to the Head.

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. 
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