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IT Technician - Job Description

JOB TITLE: IT Technician
DEPARTMENT: IT Services
LOCATION: Chiswick School
REPORTS TO: IT Operations Manager
[bookmark: h.46hmf8x4xajn]Responsibilities		
Desktop, Application, and Network Support
· Working in line with the IT Services SLA, Policies and Procedures to provide first line support to School stakeholders and end-users end users including the SLT, Staff, Teachers, and support staff.
· General IT support and troubleshooting for PCs, Laptops, Mobile devices, Printers, Photocopiers, Projectors and other IT equipment.
· Integration of the Helpdesk in day-to-day operations to ensure continuous monitoring and responding to issues raised on, responding to first line issues and escalating to second line when required. 
· Working with all IT Services staff to ensure an acceptable service, in line with the SLA, is provided to end users at all times.
· Work to resolve incidents and troubleshoot problems, undertaking root cause analysis and fix.
· Carrying out daily checks of all rooms and IT equipment, dealing with or reporting these as appropriate to ensure issues are reported and resolved efficiently.
· Support for teaching and learning across the School via the use of interactive learning technologies.
· Supporting the management, configuration, and deployment of the School’s mobile technology. 
· Setting up and installing new hardware, including PCs, Laptops, Mobile devices, Printers, and any other associated IT hardware.
· Decommissioning of old IT hardware. 
· Notifying the line manager when additional resource or stock is required.
· Imaging, and re-imaging new and old PCs using the School’s PC image.
· Carrying out basic network cabling and connecting up PCs.
· Troubleshooting issues, supplying paper, and replacing toner for departmental photocopiers and printers.
· Reporting faults on photocopiers, printers and other hardware to the relevant maintenance contractor. 
· Troubleshooting and replacing computer peripherals (mice, keyboards, etc) when required.
· Setup, basic maintenance, and support of presentation equipment, including projectors and bulbs, interactive whiteboards, and Apple TV’s.
· Asset tagging of new IT equipment and adding them to the School’s asset database.
· Supporting the ITS team in ensuring the asset register is accurate, up to date and complete at all times.
· Dealing with customers via the phone and in person to deal with and log queries raised by staff.
· Setting up and supporting audio visual devices in all locations around the School.
· Accepting requests for laptop session bookings, scheduling these, and assisting in setting up these sessions.
· Managing student seating plans for computer rooms.
· Managing digital signage screens including turning on and off at the required times.



[bookmark: h.i480hmf39vxn]Profile of Successful Candidate 
The successful candidate will have the following qualities:
 
Knowledge and experience:
●  	Knowledge and experience of MS Windows and Mac Operating Systems in a networked environment
●  	Knowledge of networking Windows and Apple Mac desktop systems, software, and services
●  	Knowledge of a wide range of mobile technology devices and services, including the implementation, integration and support of such modern technology
●  	Knowledge of current best practice, products, statutory, and regulatory requirements
●  	Knowledge of maintaining services to users such as networked printing and photocopying services and user services such as web access, data storage and retrieval, email services and various software
· Knowledge of both general and specific ICT health and safety issues relating to work, both for self and all potential users
 
Awareness:
●  	An understanding and awareness of the impact of the availability and quality of IT Services and support on the achievement of the School’s objectives
●  	Ability to effectively and efficiently organise time and resources to complete work accurately, thoroughly, and on time, detailing deliverables and tasks accordingly
  
Teamwork / communication:
●  	An ability to communicate efficiently and confidently to staff, teachers, and students
●  	An ability to communicate and exercise appropriate influence with stakeholders in the School, including the ability to explain technical issues in an accessible manner to non-technical School members
· An ability to identify and meet the needs of both internal and external customers in order to deliver a high-quality service
●  	An ability to communicate effectively with School members at all levels

Problem solving:
●  	An ability to analyse issues, make informed judgments, take appropriate actions and accept responsibility for results
· The ability to analyse issues, spot trends, and diagnose the root cause of problems
                                        	 
Personal Motivation:
●  	Ability and motivation to learn new technologies quickly
●  	A positive and helpful attitude towards work and colleagues 

Flexibility:
●  	An ability to adapt successfully to changing circumstances, identify fresh approaches, and question traditional approaches and assumptions
●  	Be prepared to work unusual hours on occasions in cases of operational necessity
 




Desirable Specialist Knowledge:
●  	Knowledge of Microsoft network services, such as Active Directory (AD), DNS, DHCP, and wireless technologies
· Knowledge of Virtualisation technologies
●  	Knowledge of Schools management systems, including SIMS, and FMS
●  	Understanding of Helpdesk ticket management systems, their use and significance
· Knowledge of IT Service best practices and standards

General
· Be aware and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate member of staff
· To adhere to the School Health and Safety Policy including risk assessment and safety systems
· To contribute to the overall ethos and aims of the School
· To appreciate and support the roles of other professionals
· Participate in training opportunities and professional development as required
· Support the School at School events as and when required
· Undertake duties commensurate with the level of the post as required by the IT Operations Manager
 
[bookmark: h.4l22en5lr1xr]Conditions of Employment
1. The normal working hours per week will be 36 hours
2. The role is based at Chiswick School, however the candidate may be expected to work at locations other than the School as directed by Senior Management Team
3. The candidate may be asked to perform duties outside the roles and responsibilities defined herein, or as directed by Senior Management Team
4. The School is open between 07:00 and 18:00 and the candidate will be required to work during these as directed by the Senior Management Team
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