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Job Description

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

Role: 		IT Technician, Apprenticeship

Reporting to: 	 	Head of IT

Summary of role		As an IT technician you will assist with the installation, maintenance, and 
troubleshooting of IT hardware and software across the school. You will 	provide first-line technical
support to staff and pupils and play a key role in helping maintain a secure and effective IT
environment. Exeter School operates a mixed environment, supporting both Microsoft and Apple
technologies.  

Key Tasks:
· Provide first-line IT support to staff and pupils, resolving common hardware and software issues.
· Assist in the setup, installation, and configuration of computers, printers, projectors, interactive whiteboards, and mobile devices.
· Support with user account creation and management in Active Directory and other systems.
· Help maintain accurate IT inventory records and assist with asset tracking.
· Escalate complex issues to senior IT staff or external support providers as necessary.
· Participate in regular maintenance tasks, including software updates, antivirus checks, and backup verifications.
· Contribute to network monitoring and security checks under supervision.
· Document solutions and assist in developing user guides and IT support resources.
· Work collaboratively with teaching and administrative staff to ensure smooth delivery of IT services.
· Support classroom technology (e.g. smart boards, visualisers) and assist during school events requiring technical setup.

Study
· Complete and pass the Level 3 Information Communication Technician qualification through Exeter College.
· Attend study days (one per week during Exeter College term time), Exeter College and Exeter School regular (8 week) meetings and both Exeter College and Exeter School inductions. 

Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Bursar.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school. Please see the next page for the person specification for the role. 



Person Specification

	 
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	GCSEs (or equivalent) in English and Maths at Grade 4 (C) or above.

Commitment to complete Level 3 Information Communication Technician qualification and to complete additional relevant training, including safeguarding, data protection, and health & safety.
	Additional IT-related qualifications or certifications (e.g. CompTIA IT Fundamentals, Microsoft Certified: Fundamentals, etc.).

Evidence of self-directed learning in IT (e.g. online courses, personal projects, coding bootcamps).


	Application / Interview

	Experience 
	Basic understanding of Windows, android and Apple operating systems, Microsoft Office, and general computer hardware, including iPads.

Experience providing basic technical support, either in a school, work placement, part-time job, or through personal experience (e.g. family/friends).
	Some prior experience in an IT or technical support role (e.g. school, personal projects, or part-time work).

Familiarity with Active Directory, Office 365, or basic networking concepts.


	Application / Interview

	Professional Values 
	Commitment to safeguarding and promoting the welfare of children and young people.

Respect for confidentiality and data protection policies.

A positive and professional attitude towards all users regardless of technical ability.

Confident to ask questions and willingness to reflect on and improve own practice through feedback and training.

Commitment to School’s vision and ethos
	Awareness of the role of technology in supporting inclusive education.
	Interview

	Knowledge and understanding 
	Basic understanding of Windows and macOS operating systems.

Familiarity with Microsoft Office 365 (Word, Excel, Outlook, OneDrive, Teams).

Understanding of common IT hardware (PCs, printers, projectors, routers).

Basic understanding of Apple iOS and iPadOS features (e.g. AirDrop, guided access, Apple Classroom, iCloud).

	Knowledge of networking basics (e.g. IP addresses, Wi-Fi connectivity, cabling).

Awareness of cyber security risks (e.g. phishing, strong passwords, antivirus use).

Understanding of mobile device management (MDM) systems for iPads (e.g. Jamf, Mosyle, Intune).

Familiarity with Active Directory, shared drives, and group policies.

	Application / Interview

	Skills 
	Good problem-solving and troubleshooting skills.

Strong communication and interpersonal skills.
	Ability to set up, configure, and update iPads and other mobile devices.

Skills in creating user guides, how-to sheets, or support videos.
	Interview

	Personal characteristics 
	A genuine interest in IT and technology, showing curiosity and commitment to building knowledge in a fast-evolving field 

Eager to learn and continually develop new skills, recognising the importance of staying current in a specialism where innovation moves quickly

Able to work both independently and collaboratively, contributing positively to the team and supporting colleagues to achieve shared objectives 

Strong reliability and punctuality are essential, reflecting a professional approach and a clear understanding of the expectations and responsibilities within the role 
	
	Application / Interview




Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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