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Grange Park Primary School





‘ Children come first’

ICT technician 








November  2007
Thank you for expressing an interest in the post of ICT technician at Grange Park Primary School. 

Grange Park is a successful, three-form entry school with 635 pupils. The school is very popular being over - subscribed in every year group. There are approximately 80 staff. The school has a wonderful site, situated in 8 acres with its own extensive playing fields.
The school is well resourced in all areas of the curriculum. All teachers have a laptop and by 2007 all classrooms will have interactive whiteboards. The school has a web site which is regularly updated; www.grangepark.enfield.sch.uk
The successful candidate will;

· have developed range of technical skills and knowledge relevant to ICT in schools;

· be enthusiastic and hardworking;

· take great pleasure in working in a primary school environment;

· have good communication skills;

· be able to work effectively with a variety of teams;
· take an active role in the wider school community

Technical & Management responsibilities:

The technical responsibilities of the post include:

1. The overall responsibility for the maintenance of all computer hardware and accessories within the school as directed by the Headteacher

2. Managing the network infrastructure (including servers – Windows 2003 Server & NT4 server,  classroom PCs with internet connectivity and local intranet facilities, networked printers and interactive whiteboards)

3. Managing shared resources for curriculum planning/pupil administration for both staff and pupils in compliance with the Data Protection Act

4. Provide technical support to teachers and/or support staff

5. Assist with the movement, installation and operation of hardware, accessories and software

6. Undertake minor repairs to hardware and monitor repairs to hardware undertaken by outside agents

7. Manage repairs/servicing of all equipment to be carried out by external agents

8. Purchasing, installing, configuring and maintaining all ICT equipment, including:

· Servers, network infrastructure & CD server

· Classroom PCs (desktop and laptop), ICT suite PCs (29), staffroom PCs, staff laptops, admin network - server & PCs (including Headteacher, Deputy Headteacher & Welfare Office system), Site Manager’s PC & Closed-Circuit Television system PC

· Interactive whiteboards ( 19 )
· Networked printers & locally installed printers (every classroom)

· Library database system

· Video conferencing units

· Peripherals such as digital cameras, digital microscopes & digital music hardware

· Audiovisual set-ups (in preparation for meetings, assemblies & training/inset sessions)

5.  Attending strategy meetings with the Headteacher and ICT Co-ordinator;

6.  Working with the Site Manager in the management of new installations; 

7.  The purchase & management  of non-educational school – wide software agreements;

8.   Assist in the maintenance of inventories and carry out regular stock checks;
The Curriculum
The curriculum responsibilities include:
1. Liaising with the ICT Co-ordinator on the day-to-day needs for ICT;

2. Monitoring  compliance with any Health & Safety and Data Protection Act requirements that might apply to the use of ICT equipment;
3. Identifying existing or potential problems concerning ICT facilities in the school  formulating possible solutions;
4. Monitoring security arrangements for the ICT equipment being used in the school and provide feedback to the Headteacher as necessary;
5. Participating / contributing to your own and school  development, as and when determined by the Headteacher;
6. Providing support and training to teachers, teaching assistants and to administrative staff for hardware and software requirements (for both administrative and curriculum applications), eg:

· Laptops
· Interactive whiteboards

· Printers

· Internet connectivity

· Digital microscopes

· Digital cameras (still and video)

· Data loggers (for sound, light & temperature)

· DVDs (for film shows)

7. Assisting in classrooms with the hardware and software resources  enabling teachers to deliver the lesson;
8. Acting as a specialist teaching assistant in the ICT suite to support  teachers in the delivery of the ICT curriculum;
9. Taking a leading role in the delivery of ICT lessons;
10. Supervising a lunchtime ICT Club for Key Stage 2 pupils; 

11. Liaising with the Headteacher in reviewing and  implementing the format for the annual school report; 
WORKING WITH EXTERNAL AGENCIES IN AN EDUCATIONAL SETTING

1. In a consultancy role, spending one afternoon per week working at a local primary school providing technical support and advising on the  development of ICT;
2. As and when required visiting schools within the borough on an ad hoc basis in a technical and consultative capacity.
We actively encourage prospective candidates to visit us in school time. We hope to appoint to allow for a crossover period with the current technician who will be moving to Yorkshire in December.
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Paul Smith

Headteacher
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