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JOB DESCRIPTION

FUNCTION:

Support Staff
JOB TITLE:

IT/AV Technician
REPORTS TO:

MTP IT Manager
THE SCHOOL:

Merchant Taylors’ School is a large Independent Boys’ School, situated in 286 acres of parkland in Northwood, Middlesex.  The School was founded in 1561, is owned by the Merchant Taylors’ Educational Trust and moved to its present site in 1933. There are four distinct boys’ day schools on campus. The Nursery, the Pre-Prep & the Prep cater for 360 boys, while the Senior School has some 930 pupils. The School employs over 140 teachers and 160 Support staff across Merchant Taylors’ School.

PURPOSE OF THE JOB:
To support the provision of effective IT Client Services to our Senior and Prep School on a site rotational basis. First/Second line responsibility for all aspects of the day to day management of the School's IT systems.

ORGANISATION:

As a member of the Schools' Non-Teaching staff, the incumbent will be accountable to the Bursar for the proper performance of duties. The incumbent's day to day activities will be supervised by the MTP IT Manager and MTS IT Manager determined by site location.

SCOPE OF ACTIVITIES:

To provide IT/AV support in maintaining and developing the school’s desktop/tablet computers, software, AV and related equipment. To provide support and assistance to staff, pupils and visitors where required.
KEY RESPONSIBILITIES INCLUDE:

· Provide support to the MTP IT Manager and MTS IT Manager.

· First/Second line responsibility for hardware and software on School network with outside Contractor support as necessary.

· Ensure adequate systems are functioning to provide up-to-date anti-virus protection and daily backup for servers.

· Comprehensive support in all aspects of School-based IT to staff, students and visitors
· First line responsibility for network infrastructure (i.e. cabling, switches and routers).

· In conjunction with the MTS IT Manager and MTP IT Manager, ensure systems are in place to make sure that security and movements of the School's IT assets are adequately controlled.

· Maintain adequate stocks of IT consumables

· Keep up-to-date IT records as required by the MTS IT Manager and MTP IT Manager.
· To setup, diagnose and resolve audio-visual equipment faults including interactive white boards and projection systems
· To setup or relocate desktop computers, printers, AV and related equipment
· To install, setup and test Windows and Apple operating systems, software and updates
· To install, setup and test application software
· To install, setup and test new peripherals and device drivers
· Education is an every changing service and all staff are expected to participate constructively in School activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and may be updated to reflect the requirements of the role following discussions with the job holder.

Additional responsibilities when based at Merchant Taylors’ Prep School:

· To be initial point of contact for any IT problems raised by staff or pupils, ensuring staff are aware that any issues can be reported as you walk round and/or by e-mail, written or phone message

· Referral of serious technical and support problems to both the MTP IT Manager and appropriate technical/support facility, to ensure the quick resolution of faults.

· To perform proactive checks of IT equipment

· To maintain user accounts for staff and pupils in accordance with the School's policies.

· To assist in the specification, installation and general operation of the School hardware and software requirements in both Curriculum and Support areas. To research new developments in educational IT in conjunction with MTS IT Manager
· Support the use of IT in the classroom environment and duties to include lesson support.

· To provide technical support in the school Theatre for student productions and events at Merchant Taylors’ Prep School as and when required.

· To undertake any other duties of a similar level and responsibility as may be reasonably required.
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IT/AV TECHNICIAN - GENERAL TERMS & CONDITIONS
EXPERIENCE REQUIRED:
· Proficient in Windows 10, Anti-Virus,  desktop support and MS Office 2016/2019
· Installation, configuring and troubleshooting of network hardware

· Software deployment and troubleshooting 

· Audio Visual setup and Internet support.

· Minimum of 3 years hands-on experience in an IT network and AV support position is desirable
· Experience with CCTV, Interactive White Boards and Telephony is desirable

· Experience with Active Directory, O365 Email, NetSupport, PC imaging and MDT is desirable

· Previous experience within a school environment is desirable

· Previous experience of Theatre sound and lighting is desirable
PERSONAL ATTRIBUTES REQUIRED:

· Team player - essential
· Aspiration to deliver a professional IT/AV environment to the School

· Excellent communication skills

· Customer focused approach.
· Enthusiastic and self-motivated

· Logical approach to problem solving with good analytical skills
· Resourceful and able to work effectively without supervision

· Flexibility in approach – to be prepared to work outside contracted hours as and when required.
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IT/AV Technician

GENERAL TERMS & CONDITIONS

It is the post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact and to adhere to and ensure compliance with the School’s Safeguarding Policy Statement at all times.  If in the course of 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 Head Master

GENERAL CONDITIONS:

	Start Date:

	ASAP



	Hours:
	8am - 5pm (40 hours per week)

	
	1 hour unpaid lunch break

	


	Occasional out of hours and weekends required plus some flexibility.



	Holiday:
	25 days holiday per annum

	Salary:
	£26,120 -  £30,160  (dependent on qualifications, skills and relevant experience)


	Other Benefits:
	Lunch provided free of charge when the School Catering Dept is open.

	
	School Pension Scheme (Contributory) - following qualifying period and subject to eligibility criteria.

	
	Use of School leisure facilities.
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