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Job Description

Responsible to:		The Network Manager in the first instance.

Purpose of the Post:	To be responsible, through the ICT support team, for the care and maintenance of ICT equipment and materials throughout the school.

Scale/Hours:	35 hours per week, Full Time

Salary Range: 	Point 7-13, £15,651-£17,649, inclusive of London Weighting & Ealing Allowance.  Starting point on the range depends on qualifications and relevant experience.

Main Responsibilities
· Helping to manage the daily operations of the school network, clients, peripherals and software.
· Manage efficient and timely responses to requests made to the Helpdesk. 
· Support the smooth implementation of specific ICT projects. 
· To help in maintaining a safe and clean working environment.
· Support teaching staff in their use of ICT in specific teaching and learning programs.
· Support the Network Manager in all ICT related issues and to undertake any other reasonable duties commensurate with the grade of the post and as required by the Headteacher
Specific Tasks relevant to the role
· Integrating school ICT administration and curriculum systems 
· Ensuring reliable and effective resources and facilities 
· Supporting all users in developing their ICT skills 
· Ensure that crisis and disaster recovery strategies are developed, implemented and regularly tested and reviewed. 
· Contribute to the maintenance  of the integrity and currency of information managed through the SIMS.net system 
· Assist in devising an integrated skills development program for staff and students.
· Additional duties may include support for IT at special events,  such as Parents’ Evenings, conferences,  Music and Drama productions.
General:
This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.
This job description is not necessarily a comprehensive definition of the post.  It may, from time to time, be subject to modification or amendment in consultation with the holder of the post and other relevant parties.
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Person Specification

Qualifications & Experience

1.	Good GCSEs/GCE O Levels as a minimum.

2.	An ICT background, interest and experience highly desirable.

3.	Knowledge of and experience in maintaining ICT equipment and software.

4.	Knowledge of Health and Safety in relation to the use of ICT equipment.

Skills

5.	In using and maintaining ICT equipment.

6.	In working calmly, carefully and quickly under pressure.

7.	In communicating effectively orally and in writing.

8.	In dealing courteously and effectively with adolescents and adults.

General Commitment

9.	Willingness to conform to the School’s aims and policies.

10.	Demonstrate to the satisfaction of the interviewing panel a personal commitment to produce work of the highest quality in a manner to assist the teaching staff to obtain the highest standards of individual pupil achievement regardless of gender, race or class.

11.	Commitment to the school’s Mission Statement and Code of Conduct.
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