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Job Description
IT Support Engineer
Vacancy
A. St Francis Xavier College is a Roman Catholic Foundation.  All teachers should endeavour to maintain and develop the Catholic character of the College in accordance with the directions given by the Governors and subject to the directions given by the Principal.  St Francis Xavier staff and students collectively agreed the values to which we should all contribute through consultation. These values are:

· Kindness
· Service
· Faith
· Inclusion
· Courage
· Honesty
· Respect
· Forgiveness.

B.	The College has a strong commitment to equal opportunities and respect for all members of our community regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.
C.	This post is offered subject to the conditions of service as set out in the agreed contract.
D.	For further information about the duties of all members of staff, terms and conditions, mission and policy framework of the College please see Staff Handbook available on the College intranet.
E.	This job description is non-contractual.  This means that should the needs of the College change in the future, the Principal may require reasonable variations consistent with the job title.  Such changes will only be made after consultation with you.
Hours:	5 days per week (35 hours) – all year round
[bookmark: _GoBack]Reporting to:	Network and Systems Engineer and Manager
Purpose of the Job
	Act in the capacity of an IT Support Engineer and to assist in the day-to-day network management, administration and operation of the College ICT Systems. To assist other engineers as directed by the Senior Systems Engineer and Network and Systems Manager.
Main Activities and Responsibilities
1. Provide first and second level of technical support, including technical monitoring of ICT resources, diagnosis and resolution of IT infrastructure, software and hardware faults (including peripherals, systems and servers).
2. Oversee and supervise the day-to-day function of the IT and Multimedia Resource in relation to multimedia and multifunctional devices.
3. Administer the service contracts and supervise the engineer’s visits for all multifunctional devices.
4. Support the senior systems engineer toward the configuration changes to telephony system.
5. Assist in and where required lead on conducting minor changes, enhancements/upgrades, and installation of new products including custom scripts, patches and application upgrades.
6. Effectively communicate and astutely present complex and/or sensitive information internally and externally.  Liaise with and maintain professional relationships with application vendors, platforms teams, administration and development peers, and network engineers across the industry and through JISC network.
7. Work with the team to maintain the hardware and software database for audit purposes and assist in IT reviews and audits.
8. Maintain documentation of the operating environment and associated infrastructure and facilitate in creating a strong set of documented processes and procedures.
9. Assist with procurement of ITC equipment and where required lead on procurement processes, including negotiations.
10. Where required restore the College backup systems, including regular systems backups, archiving, troubleshooting along with developing and implementing effective recovery processes for network services and core systems (including MIS, HR and Finance).
11. Assist in the creation and deployments of packages and software update.
12. Assist in the all IT helpdesk support calls as required.

Other Duties may include
13. Provide guidance and support to support technicians and other colleagues.
14. Attend in-service training to ensure skills are kept up to date and in line with services offered on the computer network e.g. new operating systems/website management.

Occasional duties would include
15. Assist and where required provide demonstration of computer equipment and software tools to teaching staff and/or students.
16. The porterage of computer equipment and consumables.
Exceptional duties would include
17. Assist and where required lead in the preparation of exhibition and displays.  This may necessitate evening or weekend work for which time off in lieu or overtime will be paid if appropriate.

Agreed:    Post Holder:   _________________________	Date	_________________

HR Manager:  _________________________________	Date:	_________________
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