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JOB DESCRIPTION

JOB TITLE

Job Title: 

IT Assistant

Department: 

IT Services
Line Manager: 
IT Services Manager
Type of contract: 
Perm, Full time (37.5 hours per week) 

Purpose:
The main purpose of the role is to support staff and students in the use of ICT hardware and Software as part of the IT Services team.

Key responsibilities

· To maintain computer hardware and software to a good working standard including fault diagnosis and rectification within technical knowledge.
· To support the staff and students in the use of ICT technology and Audio Visual equipment, both hardware and software,

· To maintain an accurate inventory of computer equipment and software.

· To manage stocks of computers and peripherals being deployed and removed.

· To carry out installation of hardware and operating system software as required including cable routing.

· To provide support for the production of reports as requested.

· Produce required documentation.

· To carry out any other duties that are within the employee's skills and abilities whenever reasonably instructed.

· To participate in an on-call rota.

Benefits:


Support Pension:
Contributory membership of the School’s Support Staff Pension Scheme with a School contribution of up to 9.95% upon successful completion of 3 months’ service.

Fee Remission: 
In accordance with the School’s policy, which may be subject to change from time to time, up to 50% fee remission for girls attending Headington School and up to 20% fees remission for boys attending Magdalen College (under a reciprocal agreement). Fee remission is calculated on the number of weeks and hours worked and is pro rata for part time staff who work at least 50% of a normal working week.  

All appointment are subject to satisfactory completion of all employment checks, i.e. References, Criminal Records Bureau, Medical Questionnaire, Right to Work in the UK.

Headington School is an equal opportunities employer and is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.

www.headington.org

PERSON SPECIFICATION

	Requirement
	Essential 
	Desirable


	Qualifications


	GCSE or equivalent English and Maths

MCP, MCDST, CompTIA A+ / N+ or equivalent IT knowledge.
	Good written English and Numerical ability.

	Experience/ Knowledge
	Experience of : Working within a team to tight deadlines.

.


	Manual Handling and Working at Heights.



	Key Skills
	· Computer troubleshooting skills. 
· Hands-on knowledge of PC based office systems

· Good communication and interpersonal skills

· Professional attitude

· Self-motivated

· Work with minimum supervision

· Microsoft Desktop applications
	

	Personal qualities required
	Self starter, organised, proactive , Team player, Flexible, calm under pressure, 
	

	Circumstances
	Clean current driving licence

Able to work occasional weekends/out of hours


	First Aid certificate
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