Virgo Fidelis Convent Senior School

JOB DESCRIPTION
Virgo Fidelis Convent Senior School is a Girls only Catholic 11-18 school committed to high quality education for each and every student.  It aims to develop the potential of all members of the School Community by its emphasis on learning. The School operates a Microsoft server/client network in a Citrix virtual environment with about 560 desktops/ laptops and 30 Mac workstations. The members of the IT Services Department work closely with about 100 Staff and 800 student users on a daily basis to provide as near ‘zero down time’ as possible.

Post


:

IT Technician (2nd Line Support)
Responsible to 
:

IT Network & Services Manager

Main Purpose of Job:

To assist the IT Network & Services Manager with the delivery and support of the schools IT resources and associated tasks. To deputise for the Network Manager in their absence and to help in the day-to-day management of the IT helpdesk. This role involves a hands on approach to support all hardware / software issues. To assist other member/s of the IT team to ensure timely and effective solutions for all first level service requests. 
Main Responsibilities and Duties
· To be the lead support for the day-to-day operation of the schools network and IT resources. To monitor systems and operation of hardware, software and cabling and where necessary take responsive action within guidelines. To identify any trends or patterns, which, may indicate potential problems arising.
· To assist in the daily operation of the IT helpdesk (call prioritisation/ allocation) and provide timely resolution to user issues with meaningful feedback to end users in line.

· To proactively monitor use of the Schools resources (including the internet) and report inappropriate use as necessary.
· To maintain User Login/s and Password/s for School Network and Internet.
· Replace printer supplies, and maintain an appropriate stock level agreed with IT Network and Services manager and Bursar.
· Liaising with 3rd party suppliers and raise Purchase Orders for computer hardware or consumables.

· To install, repair and configure components, peripherals and software for computers and networks as necessary. 

· To install computers with agreed software on either a ‘clone’ basis for imaging distribution or on an add hock one of basis as required.

· To arrange for the repair of hardware or swap-out, for repairs as necessary. (Mostly these are completed ‘in-house’, assistance in fault diagnoses can be provided).
· To help in investigative analysis to identify, and then to take corrective action as above.
· To maintain and update client hard drive image/s in readiness for distribution as necessary. Installing new or updated software by package or image broadcasting. (Training is available).

· To provide advice, training and support to users on hardware and software related issues, and on the use of the network. 

· To assist the network manager and to contribute towards the management of school network, including support and maintenance for the Network and other IT resources. 

· To ensure that an inventory of all computer hardware and software is maintained, that compliance and licencing requirements are adhered to, and that the location of all items is recorded.
· To contribute to advice and guidance on the latest technological developments to improve the performance and facilities within the school, based on information available from seminars, workshops, conferences etc. Evaluation of new hardware and software. 

· Ensure the security of all information held on the computer systems is maintained in line with data protection act, school policy, virus protection policy etc. 

· To operate the Daily Back-up process and maintain the disaster recovery strategy.
· Deputise for the Network Manager including technical leadership of other IT technician/s (assigning tasks).
· Help school staff to develop, maintain and update the schools internet presence to include its VLE – (Fronter)
· To monitor and produce management reports as requested.
· To carry out any another reasonable task as requested by the Network manager or member/s of the schools SLT team.

· To help keep the IT Services Department a clean, safe and secure environment.
Other information 
Salary will be in range of £23,000 to £26,000 dependant on experience.

Holidays are 25 days per year, 5 of which can be taken during term time.

Automatic enrolment  in the Local Government Pension Scheme

All appointments will be subject to satisfactory DBS checks

ITS Technician Person Specification
	Qualifications
	Essential
	Desirable
	EVIDENCED (Application Form Interview References)

	Any relevant IT qualification/s; CCNA/MCSE/ MCSA/ CompTIA A+
	 X
	
	A

	Knowledge of ITIL
	 
	X
	A

	Experience

	Knowledge of Windows Operating System/s
	X
	 
	A, R

	Knowledge of MAC computers and operating system
	
	X
	A, R

	Knowledge of Microsoft Office, Exchange, SQL/SQL client
	X
	
	A, R

	Knowledge of education software
	
	X 
	A, R

	Knowledge of MIS (and finance) software
	 
	X
	A, R

	Knowledge of Web design, management
	 
	X
	A, R

	Use of diagnostic systems to identify and resolve problems with hardware, software and peripherals
	X
	 
	A, R

	Experience of supporting peripheral equipment (Printers, scanners etc.)
	X
	 
	 

	Knowledge of Health & Safety issues
	X
	 
	A, I

	Previous experience of working in a school 
	 
	X
	A, I, R

	Skills

	Excellent communication skills and the ability to liaise with all levels of staff and with students
	X
	 
	A, I, R

	Ability to prioritise and organise to meet deadlines
	X
	 
	A, I, R

	Ability to work independently
	X
	 
	A, I, R

	Ability to work under pressure while maintaining a positive and professional attitude
	X
	 
	A, I, R

	Ability to handle, lift and move standard resources as required
	X
	 
	A, I, R

	Excellent communication skills and the ability to liaise with all levels of staff and with students
	X
	 
	A, I, R

	Good analytical and problem solving skills. The ability to research and conclude problems in a timely and successful manner
	X
	 
	A, I, R

	Attention to detail
	X
	 
	A, I, R

	Personal Qualities

	A proactive and organised nature and the ability to prioritise the workload especially when under pressure.
	X
	 
	I

	Good team player
	X
	 
	I

	Empathy of Teaching Staff in class who may be stressed and need help
	X
	
	

	Ability to work with children
	X
	 
	I

	Able to access difficult areas within building (working at height)
	 
	X
	I

	Possesses a ‘can-do’ approach to work
	X
	
	

	Good sense of humour
	X
	 
	I

	Equal Opportunities

	Understanding of differing social/ ethic/ cultural backgrounds of staff & pupils
	X
	 
	I

	Understanding the needs of pupils and the appropriate policies and strategies to support them
	X
	 
	I


