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Job Description – Lead IT Technician



	Post title
	Lead IT Technician – MEA Central

	Post holder
	

	Purpose
	To work with the school to provide excellent proactive and reactive support to ensure the continuous availability of the IT network, infrastructure and equipment.

	Reporting to
	Head of School, MEA Central

	Liaising with
	All members of Trust staff

	Contract type
	Permanent, Full Time contract 

	Salary
	



	MAIN DUTIES   The duties and responsibilities below are illustrative duties. The position holder will be expected to become involved in a range of work, on occasions that may not be illustrated below.

	
	· Provide efficient Service Desk Support.
· Install and maintain standard cabling; perform basic diagnostic and recovery routines on network equipment; configure network clients with appropriate server information and software
· Assess incoming incident and prioritise work according to timescales and processes.
· Keep accurate and timely records making sure that the end user receives feedback at all times on the progress of faults and changes.
· Carry out technical investigation into support calls.
· Prioritise, diagnose and resolve day-to-day problems relating to hardware and software in a timely manner.
· Deal with complex problems, analyse, progress solutions, and make recommendations where necessary.
· Responsible for local school server environments and regular maintenance work.
· Maintain up to date security levels at all time in relation to virus & data hacking.
· Assist in the acquisition of computer peripherals and consumables necessary in the day-to-day operations of the school’s computer equipment.
· Unpack, configure and rollout new IT equipment (software and hardware) as needed.
· Maintain spare IT stock, warranties and software licences in accordance with the School inventory.
· Instigate hardware swap outs to maintain service availability on failed devices.
· Arrange and repair (where required) equipment under the terms of the warranty agreement on specific hardware.
· Produce formal damage reports.
· Provide assistance in coordinating the testing and installation of new 3rd party software or services.
· Log/update or remove information relating to kit when it is moved/deployed or disposed of within the school.
· Ensure that an up-to-date inventory of hardware and software is maintained and provide such information to the Head of School for financial and audit purposes.
· Install, administer and support school printers and networked photocopiers.
· Install, configure and support Audio-Visual equipment and requests (data projectors, screens, smartboards, media recording, room equipment and communications devices).
· Administer network user accounts.
· Assist in the documentation of policy and procedures.
· Liaise with suppliers and external support services.
· Coaching and mentoring IT support technicians and apprentices.
· Provide additional support to end users as required.
· [bookmark: _GoBack]To carry out other reasonable tasks from time to time as directed by the Head of School, MEA Central.


	Personal development
	· To actively maintain a professional portfolio of evidence to support the Performance Management process – evaluating and improving own practice.
· To participate in new initiatives and future changes in service delivery improvements to support the objectives of the Trust.

	Academy Trust development
	· To support the Trust’s aims and to carry out its policies.
· To support the Trust’s implementation of all current statutory requirements.
· To attend and participate in meetings as required.

	Equality of Opportunity
	· As a member school staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors.

	To contribute as an effective and collaborative member of the School team
	· Participate in the ongoing development, implementation and monitoring of the Academy Trust improvement plans. 
· Attend regular meetings, Academy Trust and school events as required and make a positive contribution during meetings and such events

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 
· To be aware of the school's responsibilities under the Data Protection Act 1998 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection reporting all concerns to an appropriate person.

	Other 
	· To develop a good understanding of the importance of health and safety and safeguarding aspects of school life.



Review and Amendment:

This job description is normally subject to annual review. It may be amended at the request of the Altius Trust or the CEO of the Altius Trust but only after full consultation between the parties concerned. It will be signed if agreement is reached.

You are expected to carry out your duties with due regard to current and future Trust policies, procedures and relevant legislation. These will be drawn to your attention during the recruitment process, induction, staff handbook, ongoing performance development and through Trust communications.
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