Lilian Baylis Technology School

 


  May2019
JOB DESCRIPTION

Job Title : 


Data Network Technician Apprentice
Responsible to :

Network Manager
Grade:

          

Scale 2/3
Terms of Contract:

 Nil Contract
Main purpose of Job

To support the Network Manager as directed
Main duties and responsibilities - IT
1. Clean and Maintain electronic whiteboards and projectors

2. Ensure all loose wires in classrooms are 
3. Becoming familiar with software packages used in school and providing appropriate information  
4. Data input asset register
5. Data input GDPR register

6.  Support in holiday IT works including carrying computers using laptop trolleys
7. Producing ICT based resource materials to support learning throughout the  
8. To carry out other reasonable tasks from time to time as directed by line manager or the head teacher

9. Liaise with external agencies/representatives (e.g., RM, IBM, Connectix,  BT)

10. Administer and maintain email system

11. Prepares source data for computer entry by compiling covered and safe

12. Removing paper jams in classrooms

13. Replacing and ordering ink tonners as requested

14. Support in assembly using the projector for assembly

15.  Logging with ICT faults through an internal IT helpdesk system

16. Clean all computer screens, printers and keyboards half termly

17. Carrying out first and second level servicing ie. Fixing broken mouse or checking loose cable

18. Responding to general ICT enquiries

19. and sorting information; establishing entry priorities.

20. Install new software

21. Maintain school website

22. Attend training sessions

23.  To check laptop trolleys and report any missing laptops to network manager
24. To be aware of the responsibilities under General Data Protection Regulation for the security, accuracy and significance of the personal data held in the schools systems.
25. To take responsibility, appropriate to the post for tackling racism and other forms of discrimination and promoting good race, ethnic and community relations.
26. To understand and implement all School & Council policies with particular regard for Safeguarding, Health & Safety, Equal Opportunities and Customer care, to work actively to overcome and to prevent discrimination on grounds of race, sex, disability.

27. To work in accordance with the Schools Health and Safety Policies and Procedure.
28. To promote positively the image of the school at all times.
29. =
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Additional Information
·  The above list is not exhaustive and the post holder will be required to undertake such duties as may reasonably be expected within the scope and grading of the post.

· Job descriptions are reviewed and updated regularly and the post-holder is expected to engage in this process

Person Specification

Experience of: 

· Data Inputting and working in a customer service area.
  Experience of working in school will be desierable

Qualifications:

· Evidence of Continued Professional Development

Knowledge:

· Microsoft; Apple iMac / Macbook hardware, Microsoft and   Google Chrome

· Word, Excel and Desktop management
Personal Qualities:

· Ability to communicate across a range of levels and departments including with students, staff, senior 

   staff and at Board level

· Excellent verbal and written communication skills

· Ability to build trust with students and colleagues and amongst senior colleagues

· Excellent IT trouble-shooter

· Positive outlook and attitude when dealing with staff/students even in busy situations

· Flexible approach

· Self-motivated and ability to motivate others

· Ability and willingness to impart knowledge on others

· Extremely well organised and able to shift priorities and plan effectively

· Has a supportive, willing and can-do attitude

· Is professional, co-operative and flexible in line with changing needs of the post and the school
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