	Job Title:
	Website Development Administrator / IT Services Technician

	Grade:
	Band 4

	Responsible to:
	IT Manager

	Responsible for:
	Responsible for developing and administrating the websites of the school and partner organisations and assisting in aspects of IT technical support within the school.

	Duties:  

	Support of Staff and Students
	· Administrate, develop and operate the school and partner organisation websites including the IT knowledge base and web filtering
· To work on the Help Desk to ensure all tickets are being completed in a timely manner to support end users with any issues that arise, questions asked or tasks requested and within defined Service Level Agreements
· To assist when required in the administration of the Paxton security system and the issue of all related badges and passes
· To assist with the provision of sound and lighting technical support for relevant departments and school events
· To ensure the development and to operate the VLE (currently Moodle)
· To ensure that there are sufficient replacement consumables available at all times for MFD’s and desktop printers
· To assist in the development of the IT technicians and apprentices employed by the school
· Any other duty as required by the line manager commensurate with the post.

	User
Management
	· To assist with the creation and administration of all network user accounts, ensuring correct access rights when required
· To assist in the creation and administration of email accounts for all users
· To perform termly audits of all network and Moodle user accounts and mailboxes to ensure they match to current student and staff lists
· To assist in any requirement to archive files of inactive users

	Maintenance
	· To carry out regular routine performance fault checks on all IT facilities in the school (including classrooms and administrative areas)
· To identify hardware and software problems and manage their solution ensuring all information is recorded on the helpdesk
· To ensure the security of all school IT systems and security door access
· To assist with the backup and restore procedures 
· To assist in ensuring that the anti-virus software is kept up to date and that virus scans are running daily.  In the event that an item is detected, to quickly take reasonable action

	Updates
	· To keep up to date with relevant developments and indicate training requirements
· To assist in the download and install all relevant patches and ensure that the update processes take place without interrupting the school’s activities regarding any website administrated by the school
· To ensure the equipment register is up to date with any changes made

	Health and Safety
	Under the Health and Safety at Work Act 1974 all employees are responsible for:
· looking after their own safety and the safety of others affected by their work
· co-operating with the School, by following safe working practices and carrying out their health and safety responsibilities as detailed in the School’s policies, risk assessments and health and safety standards
· reporting to their line manager any hazards they identify and any inadequacies in health and safety procedures
· taking part in any health and safety training and development identified as necessary by the Headteacher or their Line Manager
· using work equipment provided correctly, in accordance with instructions or training
· ensuring that if they organise projects or activities involving pupils or other non-employees, risks are assessed as part of the planning stage and control measures implemented
· reporting health and safety incidents, in accordance with the School’s policy



The duties of the post may be varied to meet changed circumstances in a manner compatible with the post held.
[bookmark: _GoBack]This job description does not form part of the contract of employment.  It describes the way the post holder should perform and complete the particular duties set out above. Updated November 2017 and It will be reviewed annually as part of the Performance Management cycle.
Person Specification

	General Heading
	Detail
	Examples

	Qualifications and Experience
	Specific qualifications and experience
	Experience of network administration and management
NVQ level 4 in ICT or equivalent 
Knowledge of SIMs.net desirable
Previous experience of working in an educational establishment desirable

	
	Literacy
	English to GCSE Grade C and above

	
	Numeracy
	Maths to GCSE Grade C and above

	
	ICT Skills
	Specialist knowledge of IT and Network Administration Management – desirable; Knowledge of SCCM desirable;
Proven development of known web design systems

	Communication
	Written
	Ability to write reports, letters etc. 

	
	Verbal
	Ability to exchange complex and sensitive information clearly with children and adults

	
	Listening
	Ability to actively listen and seek to overcome communication barriers

	
	Negotiating
	Ability to consult effectively with children and adults

	
	Confidentiality
	Ability to keep information confidential

	Working with Children
	Behaviour Management
	Understanding and implementation of school behaviour management policy

	
	SEN
	Understand and support the differences in children and adults in relation to IT

	
	Curriculum/School Organisation
	General understanding of the school curriculum and organisation structure and the importance of IT

	
	Child Development
	Understanding of how ICT contributes to the way in which children develop

	
	Child Protection
	Basic understanding of requirements and responsibilities under Child Protection

	
	Health and Well Being
	Understand and promote the value of emotional and physical well-being in adults and children
Take responsibility for own well-being

	Working with Others
	Working with partners
	Ability to form effective relationships with those working in and with school

	
	Relationships
	Patience and the ability to deal with a wide range of demands from a variety of people
Ability to establish rapport and respectful, trusting relationships
Ability to build open and honest relationships

	
	Team Work
	Work effectively as part of a team
Ability to work independently
Know how and when to seek support

	
	Information
	Ability to provide clear, timely and accurate information

	
	Equalities
	Demonstrate commitment to treating all people fairly

	Skills
	Organisational and Time Management Skills
	Good organisational skills
Ability to prioritise work and manage own time effectively
Flexible attitude to day to day tasks

	
	Time Management
	Ability to plan and manage own time effectively

	
	Creativity
	Ability to follow instructions
Ability to resolve problems independently

	
	CPD
	Demonstrate commitment to own and others professional development


		
