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OUTLINE JOB DESCRIPTION

	
POST

TITLE
	ICT Technical Support
	POST

REFERENCE
	
	
	
	
	
	

	
	
	
	


PRIME OBJECTIVES OF THE POST:
The main objective of this role is to provide technical ICT support across the whole school.
SUPERVISORY/MANAGERIAL RESPONSIBILITIES:
No supervisory responsibility for other staff.  May be required to assist in the supervision of students on work experience, trainees, voluntary helpers with whom the post holder is working.

SUPERVISION AND GUIDANCE:
Responsible to the Head Teacher and SLT. Line manager is Leader of Transformational Learning.  Exercises initiative in the performance of delegated duties. Seeks necessary advice where appropriate based on own judgement of situations.   

RANGE OF DECISION MAKING:
To make informed decisions using initiative and based on discussion and direction where necessary within established working practices and procedures.   To provide resources fit for purpose from requests for equipment to fulfil specific needs .

The post holder will be expected to use good common sense and initiative, based on induction and training in all matters relating to:
· the conduct and behaviour of individuals, groups of pupils and whole classes

· the correct use and care of materials by individual and small groups of pupils
RESPONSIBILITY FOR ASSETS, MATERIALS ETC:
To maintain the confidential nature of information relating to the school, its pupils, parents and carers. 
Responsible for the safe keeping of computer hardware and software and backing up computerised data and ensuring the requirements for the Data Protection Act are met.
CONTACTS:
Internal at all levels, Parents / Carers, Governors, Community Groups, Health, Social Services, Police, Local Education Authority, Education Bradford, Contractors, External Agencies.

RANGE OF DUTIES:
1.
ORGANISATION
1.1 Assist the Leader of Transformational Learning in the maintenance of the ICT provision throughout school.

1.2
Contribute to the planning, development and organisation of support service systems/procedures/policies

2.
ADMINISTRATION
2.1 Assist the Leader of Transformational Learning in the maintenance of the ICT provision throughout school.

2.2 Perform PC upgrades and help maintain key ICT systems. This includes identifying available patches, completing prerequisites and considering system interdependencies before then organising system downtime if appropriate. This will occasionally require work to be completed out of normal working hours.

2.3 Help develop and maintain full documentation for our system to ensure system continuity and aid internal training within the team.

2.4 Regularly check and respond to helpdesk requests logged by members of staff, prioritising the order of the jobs with guidance from the Leader of Transformational Learning.
2.5 Consider our software licensing provision when making changes to the school systems, ensuring we do not exceed our permitted limits.

2.6 Log and progress technical support queries with relevant third party support companies.

2.7 Help the Leader of Transformational Learning in the research and specification of tender documents and orders for new computer equipment and supplies. 

3.
RESOURCES
3.1
Operate relevant equipment/complex ICT packages

3.2
Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required

3.3
Provide advice and guidance to staff, pupils and others

3.4
Manage administration of facilities including use of school premises

3.5
Undertake research and obtain information to inform decisions

3.6
Assist with marketing and promotion of the school

3.7
Assist with the planning, monitoring and evaluation of budget

4.
RESPONSIBILITIES
4.1
Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

4.2
Be aware of and support difference and ensure equal opportunities for all

4.3
Contribute to the overall ethos/work/aims of the school

4.4
Establish constructive relationships and communicate with other agencies/professionals

4.5
Attend and participate in regular meetings

4.6
Participate in training and other learning activities and performance development as required

4.7
To support, uphold and contribute to the development of High Park Equality Scheme

4.8
Recognise own strengths and areas of expertise and use these to advise and support others
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