

[image: A yellow and black logo

Description automatically generated]



IT Support Engineer


	[bookmark: page7]Job title:
	IT Support Engineer

	Location:
	Emanuel School, Battersea Rise, London, SW11 1HS

	Job purpose:

	The IT support technician will provide effective IT assistance across all aspects of the school as part of the IT support team and provide back up and support to the helpdesk manager.  The position needs a self-starter who has excellent communication skills and time management abilities and is motivated to help others. As the first point of contact for support requests, you will be providing support over the phone, via email and face to face for a wide range of issues across the school.  The position offers exposure to a broad range of technologies and solutions used at Emanuel and supporting a wide range of stakeholders.


	Reporting line:
	Head of IT (with day-to-day supervision of Helpdesk Manager)

	Hours:

	8am to 5pm, Monday to Friday in term time. 

9:30am to 4:30pm, Monday to Friday during school holiday periods. 

This is an all-year position, working during term time and school holidays. 

Occasional Saturday mornings and evenings may also be required.
 

	Salary:
	£29,600 per annum	Comment by Sarah Buxton: This is what JP would have been on from 1 Sept, had he stayed. The absolute minimum here would be 28,268 as that is london living wage

	Benefits:

	· A generous annual leave allowance (33 days plus UK bank holidays)
· Defined pension contribution scheme, with up to 14% employer contribution and life insurance cover. 
· The school operates salary exchange, and any employer National Insurance savings are passed back to staff as an additional pension contribution
· Salary sacrifice childcare vouchers through TEDS Premier (subject to eligibility criteria)
· Free lunches
· Simply Health healthcare plan, including flu jabs, online GP service and counselling
· Discounts in local shops, restaurants and businesses
· Season ticket loans and ride to work scheme
· Training and development support


	Closing date:
	XXXX




Key Responsibilities and Accountabilities

Duties


· Provide first and second line support to staff and pupils, both in person and remotely
· Diagnose and resolve hardware, software and networking issues across the school’s IT systems
· Support Windows laptops, Microsoft Surface devices, Apple Macs, iPads, Chromebooks, printers, Teams telephones and classroom technology
· Build, configure and deploy Windows, MacOS, iPadOS and Chrome OS Devices using Microsoft Intune, Windows Autopilot Jamf Pro and Google Workspace
· Support Microsoft 365 services, including Outlook, Teams, OneDrive, SharePoint and Office applications
· Support safeguarding by ensuring devices are configured in accordance with the schools safeguarding and acceptable use Policy 
· Assist with the administration of Google Admin, Microsoft Intune, Microsoft Entra ID and Active Directory user accounts and devices.
· Install software, apply updates and carry out routine maintenance to ensure devices remain secure and reliable
· Keep users informed of progress and provide updates throughout the ITSM request
· Escalate more complex technical issues to senior members of the IT team or third-party suppliers, ensuring that clear notes are recorded
· Assist with investigating and processing lost or stolen devices
· Help ensure devices remain compliant with the school’s security standards
· Carry out basic network fault finding
· Support classroom technology including interactive displays, projectors, sound systems and visualisers
· Assist with setting up AV equipment for assemblies, performances, meetings, presentations and other school events
· Provide technical support during internal and public examinations when required
· Maintain accurate records of IT equipment using the school’s asset management system
· Arrange warranty repairs and returns with suppliers
· Maintain stock levels of IT equipment, peripheral and consumables, reporting shortages where necessary
· Prepare equipment for secure disposal in line with school procedures
· Carry out routine classroom inspections and report any faults or damaged equipment
· Produce and maintain clear technical documentation where appropriate
· Take part in IT projects such as classroom refreshes, device rollouts and infrastructure upgrades
· Work closely with colleagues to ensure a consistent and reliable IT service is provided across the school
· Keep up to date with new technologies and attend training where appropriate






Other Duties
· [bookmark: _Int_7xII3TEi]Complying with relevant Emanuel policies and procedures, including safeguarding procedures, at all times.
· Undertaking any other task requested by the line manager or a senior colleague that is within the individual’s abilities.
· To maintain absolute confidentiality in all relevant aspects of work.
· To co-ordinate holidays with the IT team, to ensure good cover.
· Provide primary IT support for events around the school and after school.
· Promote good cyber security practice and support staff with safe use of technology


[bookmark: _Int_hn3Vt2Rs]This job description should be seen as enabling rather than prescriptive and will be subject to regular review as the needs of the school evolve. You will be required to undertake other comparable duties as the deputy head, headmaster or senior colleague may require from time to time.




Person Specification
The attributes below give an indication of the type of person who may succeed in this role. However, we always consider positively people with backgrounds in different sectors or with the skills/experience that may help them to bring a new perspective to our work. When applying, please do set out clearly how the knowledge, skills, and experience that you bring would help you to achieve this key role, whatever your prior experience.


Skills - essential
· Excellent communication skills, written skills, and telephone manner to effectively communicate technical information to non-technical staff and students.
· Be able to think creatively and produce innovative solutions to technical problems.
· Be able to identify and resolve technical issues before they become major problems.
· Ability to maintain strict confidentiality of sensitive data and information
· Ability to grasp new concepts and technologies quickly
· able to provide excellent customer service to students, teachers, and other staff members who require technical support.
· Flexible and adaptable to changing technology and work demands and demonstrate enthusiasm to seek the best suited solution for the school.
· Demonstrate the ability to work effectively as part of an established team and collaborate with other staff and stakeholders to achieve shared goals and objectives.
· Able to move and set up IT/AV equipment safely, following manual handling guidance where required.

Personal competencies and qualities - essential
· Have strong planning and organisational skills, with a flexible approach to task management
· Be self-motivated, able to multi-task and demonstrate initiative
· Have good interpersonal skills and the ability to enthuse and motivate others
· A keen eye for detail
· Committed to continuous learning and professional development to keep up to date with the latest technology trends and advancements and being able to identify areas of personal development in the role.

Experience & knowledge - desirable
· Experience of IT Support and Helpdesk with an all-round knowledge of IT Support 
· Knowledge of Windows / Mac desktops, Windows 11, Google OS
· Some mobile device support, including iOS, Android.
· Some networking experience (LAN and Wi-Fi)
· Knowledge of Active Directory (AD), Creating & Managing Users
· Knowledge of Google Admin, Creating & Managing Users & Devices
· Configuring, installing, and distributing network printers, scanners
· Broad experience in consumable support (i.e., replacing toner, Projector bulbs)
· Experience with AV Setups for assembly / presentations / Meetings
· Be confident in supporting users in the use of Office 365, Mac OS, Windows 11, Google OS

Additional desirable skills
· Microsoft Office 365 cloud administration
· Knowledge of Microsoft OneDrive, SharePoint, Teams
· Knowledge of VoIP (Teams)
· Knowledge of Microsoft System Centre / Intune
· Experience of working in a school environment
· Experience with school focused platforms such as  iSams, Firefly, Planet EStream
· Awareness of Safeguarding
· The successful candidate will be required to undergo an enhanced DBS check and complete safeguarding training.


Please note that as part of our safeguarding policy, applicants will be required to undertake screening relevant to the post, including checks with past employers and the Disclosure and Barring Service.
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