WIRRAL METROPOLITAN COLLEGE

JOB DESCRIPTION

	JOB TITLE:

IT Technician

	DEPARTMENT/AREA:

IT Service Area
	POST REF:

RQ523

	RESPONSIBLE TO:

IT Team Leader / Senior IT Technician / Senior IT Administrator / Head of IT

	RESPONSIBLE FOR:


	JOB FAMILY:  Business Support
GRADE:  4 *
SALARY: £17,481 - £21,414 pa
*Please note it is College policy to appoint at the start of the salary range



	MAIN CONTACTS:

College:  IT Team, Staff, Students
External:  Contractors


	MAIN PURPOSE OF ROLE:
To provide technical maintenance and support to staff and students across the IT infrastructure.



Main Duties and Responsibilities
1. To act as a member of a team covering WMC main sites to support and maintain the IT infrastructure including college phone systems.

2. To provide support to staff in the configuration of new technologies (i.e.  iPads, iPods, Android devices and other electronic tablets)

3. To ensure high consistency across all sites, and to contribute to the team SAR.

4. To monitor the IT call logger, take jobs in a timely manner and work to completion as efficiently as possible

5. To use Microsoft System Centre Configuration Manager to support the requirements of network users

6. To use the Apple DEP software for the configuration of Apple devices to support staff

7. To provide technical support for the appropriate teaching areas, including the provision of specialist IT and Audio Visual Communications resources for demonstrations and curriculum requirements.

8. To use Mitel administration software to help manage the college telephone system

9. To troubleshoot hardware and software problems to aid the day to day running of the system. To document systems and solutions and communicate across team.

10. To monitor and report on damaged and stolen resources, both consumable and non-consumable.

11. To represent feedback from users to the IT team as appropriate.

12. To ensure that routine preventative maintenance is actioned and ensure agreed maintenance logging and reporting procedures are adhered to.

13. To maintain stock control and relevant databases as required.

14. Support of college photocopiers (maintenance and ordering of supplies for copiers.)

15. To represent the IT team, as required, in meetings and student forums
16. To be familiar with all relevant safety legislation (e.g. Manual Handling, Electricity at Work, COSHHE) and ensure all legislation is adhered to.

17. To work in a manner that promotes equality of opportunity.

18. To carry out such other duties as may reasonably be required commensurate with your grade.

19. This job is current as the date shown herein.  Following the normal consultation processes, it is liable to variation by Management to reflect or anticipate changes in or to the job

20. A requirement of the post is to provide cover as requested on any site should circumstances require such cover.
In addition to the above the post holder may be required to undertake such other duties as may reasonably be required commensurate with the grade.

This job description is current as at the date shown herein.  Following the normal consultation process, it is liable to variation by Management to reflect or anticipate changes in or to the job.

Successful candidates who are offered employment will be subject to a record check from the Disclosure and Barring Service before the appointment is confirmed.  

Closing Date:  14 January 2018
Interview Date:  23 January 2018
PERSON SPECIFICATION
	Key Essential Criteria
	Method of

Assessment

	Qualifications

· Level 2 English / literacy

· Level 2 maths / numeracy

· IT Qualification (e.g. MCDST or equivalent)
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	Essential
	Method of

Assessment
	Desirable
	Method of

Assessment

	Experience and Knowledge
· Be familiar with the operation and maintenance of a modern personal computer system.

· Have an in-depth knowledge of Windows 7, with relevant Microsoft hardware support qualifications (MCDST, MCP or equivalent)

· Have a knowledge for the configuration of Apple and Android equipment.

· Have knowledge and preferably experience of digital video, audio capture and editing.

· Have a knowledge of stock control and booking procedures.

· Have a working knowledge and experience with the operation of modern applications software e.g.  MS Office and Internet Explorer.

· Proven experience relating to the understanding of computer networks.

· Have a working knowledge of all aspects of multi-media; including video, sound, images.
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	Skills and Aptitudes

· Have good organisational skills.

· Be able to assist other team members and other staff in maintenance and use of the network. 

· Have an underpinning knowledge of the principles of good team work.
· Be able to provide support with first and second line maintenance on PCs and related hardware.
· Provide first line maintenance in use of computer technologies concerning audio, video, remote controlled systems, video data projection and photography.
· Have good interpersonal skills, communication and listening.

· Be able to manage their own time, and the time of others effectively.

· Be able to write reports, make presentations, maintain records and represent the College as required. 
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	Other Requirements

· Be able to work effectively in a team demonstrating good leadership and team building skills.
· Recognise and be prepared to work within a developing framework of opportunities and constraints facing further education.

· Operate flexibly.
· Be able to work under pressure.
· Have a helpful and professional approach to team members, other colleagues and visitors.

	A
A

A

A, I

A
	· Full UK driving license.
	Q


Methods of Assessment

A
Application form



C
Case Study

P
Presentation/teaching simulation

E
Exercise/test

I
Interview

                         

G
Group Discussion/exercise
 
Q
Evidence of qualification

