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This post is directly responsible to the Business Manager and Heads of Campus. 
This post liaises with IT external support companies. 


KEY PRIORITIES
· To support OUTSTANDING learning by ensuring that technological support is given to teachers and learners. 
· To ensure that technology aids learning and that technological problems do not hinder learning. 
· To provide technical assistance and support for all current users relating to computer hardware, devices and software (general maintenance)
· To provide technical assistance with other communication technologies
· To manage Windows operating systems
· To create user network accounts
· To contribute to the management of the school website. 
· To liaise with external IT companies / support. 

MAIN RESPONSIBILTIES
SUPPORTING LEARNING
· Setup and configure computers, laptops, audio visual equipment and other devices.
· Prepare booked resources for class, assist at the start of lessons 
· Assist and maintain the smooth running of the school’s computer suite and/or laptop resources
· Support teachers in the finding of high quality IT resources to support learning
· Contribute to the school’s e-learning development

MANAGING IT RESOURCES
· Ensure laptops, iPads and other devices are stored securely 
· Ensure mobile devices are charging once returned 
· Contribute to the upkeep of the school asset register and carry out annual checks.
· Maintain and order stock relating to IT provision.
· Complete low level maintenance tasks (eg changing bulbs in projectors, toner in copiers etc)
· Manage returns of defective hardware and software during warranty 

GIVING TECHNOLOGICAL SUPPORT
· Resolve day to day IT issues 
· Respond to immediate urgent request by telephone 
· Monitor the electronic IT helpdesk and respond to issues logged 
· Update the help desk for each reported incident 
· To identify, diagnose and wherever possible rectify faults, including component replacements 
· Escalate issues outside of the scope of the IT Technician to the IT Network Support  

MAINTAINING/MANAGING HARDWARE
· Install network adaptors and connections to LAN 
· Install and maintain peripherals e.g. printers, scanners etc. 
· Replace consumables in computing equipment as and when required 
· Join computers to Schools Domain 
· Deploy Software/Apps to devices 

BACKUP OF DATA
· Verify daily backups have completed successfully 
· Restore lost data where necessary 
· Rotate Weekly/monthly backup tapes and store in designated location 




Job Description Scale 5 IT Technician

COMMUNCIATION
· Liaise with suppliers for computing equipment purchases 
· Maintain accurate work/computer related records. 
· Liaise with third parties directly to resolve issues including:
· Atom Wide 
· SIMs Team (Greenwich) 
· RDT for printers 
· Suppliers – Liaise with suppliers for quotation and Returns 

SUPPORTING PUPIL WELFARE
· Follow the school safeguarding policy to ensure all pupils are kept safe both in school and beyond school. 
· Maintain the health and safety of pupils and colleagues in the school by assisting in maintaining a clean and tidy environment and reporting any hazards that cannot be dealt with.
· Complete risk assessments for activities linked to mentoring, reviewing and updating termly

DEVELOPING SELF
· Undertake training and attend INSET days in accordance with contractual requirements. 
· Take an active role in own performance management.  
· Participation in cluster groups as appropriate. 

OTHER DUTIES
· Follow the School’s Equal Opportunities policies.
· Maintain confidentiality and observe data protection and associated guidelines. 
· Assist with any other duties of a similar level or responsibility as required by the Head Teacher or Head of Campus.





Signed (member of staff): _______________________________________  Date: __________
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