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Job Description & Person Specification





	Job Title
	Trainee ICT Technician
	Grade
	

	Department
	ICT Support
	Hours
	36  Mon-Fri 8am -4pm
Flexibility to work additional hours and provide on-call support out of hours

	Reports To
	ICT Manager
	Weeks 
	52



	JOB PURPOSE

	Responsible for the general maintenance of computer and AV equipment and for the resolution of identified technical problems, as well as undertaking general tasks which will promote the use of ICT across the curriculum, enabling effective teaching and learning.



	MAIN DUTIES AND RESPONSIBILITIES

	ICT /AV Support
· To set up ICT and AV equipment as required ensuring classrooms/halls etc. are ready for use as required. 
· Maintain and repair PCs including all peripherals, data projectors, electronic white boards, etc. ensuring equipment is maintained in full working order and that faults are logged and repairs are carried out efficiently seeking 2nd and 3rd line support as required.
· To identify and troubleshoot faults and malfunctions, carrying out regular preventative checks and liaise with ICT Staff and engineers as appropriate to ensure an efficient repair service.
· Set up, install and check new equipment, as part of on-going replacement programme and development projects under the supervision of ICT Manager/Technician.
· Assist staff and students with their ICT requirements, escalating and responding to issues promptly and supporting in-class/assembly as requested.
· Perform regular backups, maintaining logs and reporting any issues/problems to ICT Manager/Technician.
· [bookmark: _GoBack]Maintain an awareness of health and safety procedures in an ICT environment ensuring safety of all students, staff and visitors.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Software
· Install network and standalone software; configure software, liaising with staff to ensure a smooth implementation.
· Maintain current knowledge of software developments, including software currently used in school and new software, suggesting improvements to Line Manager and staff that will impact positively on school systems.
· Troubleshoot software problems, seeking 2nd and 3rd line support as required, ensuring issues followed up escalated and resolved. 
Internet/VLE
· Assist with the development and maintenance of the school website, uploading content, providing guidance and support to staff in contributing content and materials for the website, liaising with provider regarding design changes
· Support staff and pupils in the use of the internet, email, VLE, website and other website tools and applications.
· Assist with monitoring security and privacy using software/tools provided and run regular virus software updates and scans quarantining or delete infected files to maintain network performance and security
· Update filtering system with unsuitable websites found by students
Administration
· Ensure the security marking and recording of all new hardware in order to keep inventories of all equipment in the school up to date including details relating to service, warranty and maintenance arrangements
· Order consumables, checking receipts and stock levels to ensure items available as required.
· Maintain records of licensing and an awareness of licensing requirements, reporting any concerns to ICT Manager/ICT Technician
· Maintain user and email accounts for all staff and student users, adding, removing and editing as appropriate ensuring new starters and leavers have fully functioning accounts and access to ICT resources, software and folders as required but within permitted restriction parameters.
Other
· Maintain an awareness of and take part in school performance management processes, ensuring commitment to personal development, identifying training needs and attending appropriate training as agreed with Line Manager.
· Maintain an up to date knowledge of technology developments and assimilate knowledge and ideas with Line Manager and staff as appropriate.
· Under the direction of the ICT Manager provide support for wider school community including linked schools.
· Carry out any other reasonable duties and/or times of work as may be reasonably required in accordance with the grade and general level of responsibility within the school.
· Follow requests from Line Manager and Senior Management in prompt and efficient manner. 
· Ensure compliance with all school policies and procedures and continually promote and support the ethos and principles of the school and to avoid any action that may be detrimental to the interests of the school.

	
“This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment"
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	Person Specification
	Essential
	Desirable
	How Assessed

	Experience and Knowledge
Knowledge of PC hardware and peripherals
Knowledge and experience of  Microsoft Office 2003/2007/2010 
Experience using Apple Client and Server products
Experience of working within an ICT network support service
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	Qualifications and Training
Have a sound educational background with good literacy and numeracy skills 
IT Qualification i.e. ECDL, NVQ or equivalent 
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	Personal attributes  
Good interpersonal skills, to assist guide and train a diverse range of users 
Flexible, efficient and highly organised  
Good written and verbal communication skills, ability to establish good relationships
Committed to safeguarding the welfare of young people
Self-motivated and committed to personal development, possessing enthusiasm for technological developments
Excellent client care skills
Committed to equality of opportunity
Ability to work effectively within a team and collaborate towards  achieving objectives
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