	ST MARY’S SCHOOL ASCOT

Job Description and Person Specification:

Network Services Technician   
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St Mary’s School Ascot is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

1. Title.  Network Services Technician (NST)

2.
Location.  St Mary’s School Ascot, St Mary’s Road, Ascot, SL5 9JF.

3.
Background.  St Mary's School Ascot is a leading Roman Catholic girls' boarding school set in 55 acres of beautiful grounds in the heart of Berkshire. We are a friendly, stable and caring community, proud of our academic and sporting achievements and dedicated to bringing out the full potential of each of our 380 pupils. We are committed to full boarding, with spaces for a few day pupils living nearby. We offer a stimulating range of extra-curricular activities which take place in the evenings and throughout the weekend.  For further details see the website: www.st-marys-ascot.co.uk.  ICT is a critical and fundamental part of everyday life at St Mary’s.  ICT is integrated into all parts of school life and network services are relied on heavily to ensure the smooth running of all areas of the school.

4.
Primary Role. The role of the Network Services Technician (NST) is to provide general, technical and administrative support to both pupils and staff and assist in the maintenance of the School’s network services under the guidance/instruction of other members of the Network Services and ICT departments.  

5.
Line Manager.  The Line Manager for the NST is the Deputy Network Services Manager (DNSM). The NST may also take direction from the Network Services Manager (NSM) and Director of ICT as required. 
6.
Job Description.  The main duties and responsibilities of the NST are:-

· Maintain, clean, move and rewire computer workstations and other ICT equipment.

· Answer support telephone calls/emails and provide first line troubleshooting advice and support to resolve IT issues.  To escalate any unresolved issues to the appropriate member of the Network Services department.  Provide support to pupils and staff in the use of ICT systems, for example assistance in logon or password complexity requirements.

· Add and delete new users and manage access rights and password control within agreed security parameters.

· Audit all ICT equipment as required. 

· Monitor and manage stocks of spares/materials and ensure they are kept in an orderly, safe and secure manner, cataloguing as required and assist with disposal of redundant equipment.

· Replace peripheral consumables as directed.

· Undertake routine hardware replacement and software upgrades.

· Provide local printer troubleshooting.

· Liaise with academic staff to assist with any ICT preparation required for lessons as required. 

· Carry out basic ICT training to all staff as required.
· Undertake basic PC housekeeping.

· Undertake clerical/administrative duties and maintain records as instructed for the Department.

· Contribute to the overall aims and targets of the School, appreciate and support the roles of other members of the school work team and attend and participate in relevant meetings as required.

· Participate in training and development activities as required.

· The support staff are part of a team that provides all aspects of support for the Headmistress to run the School.  This may occasionally require staff to cross boundaries in order to support the aims of the School.  The NST may therefore have to perform other duties as required by the NSM or Bursar.

7.
Person Specification.  

· The NST will ideally be educated to A level or equivalent with evidence of continuing professional development.

· Have an enthusiastic and positive interest in computing and technology. 

· Possible previous experience working in a support role within an organisation.
· Ability to work well in a small team, supporting others to achieve their targets. 

· Possess a methodical approach to problem solving. 
· Able to effectively communicate technical information to individuals.   

· Ability to organise their allocated workload, completing jobs in the most efficient order subject to their assigned priorities.

· Committed to working collaboratively as a part of a team, responsive to and supportive of team members. 
· Able to show a determination to resolve problems and engage colleagues in finding solutions.  
· Remains calm under pressure. 
· Seeks ways to continuously improve and learn. 
· Adaptable and able to respond to a changing work environment. 
· Confident and driven to achieve.

8.
Terms and Conditions of Employment.  

· This is a term-time appointment (34 Weeks) based around 37.5 hours per week. It is anticipated that the core working hours are between 8.30am to 4.30pm with 30 minutes for lunch.

· The NST will be automatically enrolled on the School’s workplace pension scheme.

· The NST will be required to complete a 3 month probationary period during which the notice will be 1 week by either side.

· The NST will be required to give 1 months notice after completion of the 3 month probationary period.

· The salary of the NST will be in the region of £12,000 - £14,000 per annum depending on qualifications and experience.

10.
Applications.  Application forms and a short covering letter addressed to Mr Andrew West, Network Services Manager should be sent to St Mary’s School Ascot SL5 9JF (awest@st-marys-ascot.co.uk) by 30 September 2019.  
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