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 Chandlers Field School







Job title: 

ICT Technician
Reporting to: 
ICT Co-ordinator and Bursar
Hours:   

15 hours per week for 40 weeks per year
Salary: 

Surrey Pay Grade SP6



£7240 - £8337 (full-time salary £19,874 - £22,885)
Contract:

Permanent contract

Work Context
The post holder will be expected to have an advanced level of ICT experience and will have the opportunity to play a significant role in developing our IT capability and the self-confidence and independence of staff and pupils in using ICT systems.  The Technician will work largely on his/her own initiative but will need good inter-personal skills to communicate with pupils, colleagues and contractors.  They will be pro-active, able to assess priorities, enjoy solving problems and be forward looking in their approach to IT development.
Chandlers Field is a large primary school with nursery, community building and children’s centre.  We have approximately 450 pupils and 90 staff as well as various service providers.  IT is a vital part of our teaching and learning as well as being an important element in our administration.  Out network runs on Windows 7 and there is a full broadband service including wireless throughout the school.
Job Purpose
· To maintain the IT network for curriculum, administration, our children’s centre and community building.
· To establish with teaching staff how ICT can best support the school’s teaching and learning, and to provide advice.
· In consultation with the IT Group, to look at and assess emerging technologies  and to manage new projects.
· In consultation with the IT Group, to prepare ICT related policies and procedures including inventories and disaster recovery.
· To ensure that computer equipment is in good order and that resources are readily available for staff and pupils. 
· To ensure that appropriate licences, e-safety, data protection applications, virus checkers, back-up systems and security measures are appropriate and current.
Key Accountabilities
1. Be aware of safeguarding, health & safety and emergency procedures and to ensure that appropriate procedures are in place.
2. In consultation with the ICT Co-ordinator to provide day-to-day technical support to staff and pupils in the use of ICT.
3. Establish with ICT Co-ordinator how best to support the school’s teaching and learning programmes through development of hardware and software and advise on best value.
4. Maintain and up-date the school’s website in consultation with the ICT Co-ordinator and Senior Leadership Team.
5. Carry out approved, routine maintenance and repairs and liaise with staff to ensure equipment is available and in good order.
6. Liaise with external suppliers and advisors, on repairs and other services
7. To manage the curriculum network, ensuring appropriate software is available and upgraded as appropriate.
8. Although not directly responsible for any budgets, will be expected to advise on budget preparation and expenditure.

9. Administration including email addresses, maintenance of the inventory, recording loans of equipment to staff, write offs and arranging the proper disposal of IT equipment.

PERSON SPECIFICATION

Education, Training and Work Qualifications  
Good general level of education with GCSE level qualifications in English and Maths.
Relevant IT qualifications an advantage.
Knowledge
Understanding of the principles affecting the installation , integration and development of ICT systems.

Understanding impact of Health & Safety and Data Protection legislation and internet security in the context of ICT systems.

Understanding of skills needed by different age ranges and groups of pupils. 

Skills and Abilities

Ability to install, check, configure and customise items of equipment.

Ability to communicate effectively with staff and pupils.

Ability to advise individuals and groups on the relative merits and disadvantages of different systems.
Ability to maintain and manage clear records.
Relevant Experience   

Must be able to demonstrate reliability and the ability to work with a wide range of ICT equipment.

Other Requirements
Ability to prioritise a large number of tasks effectively and work as part of a team.
Able to maintain confidentiality.

Be proactive and a problem solver.

Keeping up-to-date with IT developments and being able to provide timely advice to colleagues.
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