Torquay Girls’ Grammar School
Experts in the education of bright girls
	Name:
	-
	

	Job Description:
	-
	ICT Technician Level 2 (Senior Technician)

	Scale:
	-
	Grade F

	Hours Per Week:
	-
	37

	Weeks Per Annum:
	-
	52

	Responsible to:
	-
	Mr Kevin Pike (Network manager)


GENERAL INFORMATION

The duties listed within this profile are a guide to the level of responsibility of the role only and are not an exhaustive list of the duties undertaken by the post. 

Postholders should sign up to the form if the duties listed are equivalent to those they are currently required to undertake on a regular basis. Individual job titles may differ from that given on this profile.

Key Purpose of Job:
· Assisting and supporting in the use of ICT within the school environment through the maintenance of the school ICT network and systems, software, hardware and related peripherals.

Key Duties:

· Answer the phone and respond as appropriate.

· Use the Spiceworks helpdesk system.

· Assist with assembly and other audio-visual presentations.
· Resolution of problems within software or hardware where possible. Where not possible liaise with the relevant agency to effect the repair.
· Maintenance of computer peripheral equipment within the school, to include installation of peripherals, printer toner, paper jams, projector bulbs and filters.
· Installation and configuration of hardware and software in line with school procedures and manufacturers’ recommended guidelines. 

· Account maintenance including the setting up, amendment and removal of user accounts.

· Assist with backup procedures. Perform data restores.

· Perform updates to include carrying anti-virus, MS updates, software patches, etc.

· Maintain records, including assets, network patching and Spiceworks.
· Provision of support/training to teaching staff and pupils using ICT within the school.
· Purchase consumables and other small items to manage stock levels.
· Arrange for disposal of equipment when end of life
· Make recommendations to the Network Manager regarding the procurement of hardware and software required by the school. 

· Provide second line support and supervision for ICT technicians / apprentices / work experience. 
General Responsibilities:
· Develop quality relationships with all users of the ICT facilities in the school.

· Contribute to the development of the ICT function within the school.

· Support the behaviour of pupils at the school.

General Duties:

· To attend the periodic Support Staff Meeting and to refer regularly to staff notices.

· To promote the aims of the school and support the promotion of the school in the community.

· To undertake any other tasks as required by the Headteacher which are compatible with these.
· To fulfil Safeguarding responsibilities in accordance with the TGGS Safeguarding Policy. 
Signed: ………………………………………………………………………………………………  Date:  …………….…..…………..…..
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