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Job Description – JIGSAW TRUST – IT SUPPORT ENGINEER

Jigsaw Trust incorporates Jigsaw CABAS® School (an independent school for pupils aged 4-19 with an Autism Spectrum Disorder), Jigsaw+ (an adult services provision for young people and adults with Autism), and Jigsaw Trading (2013) Ltd (a Social Enterprise / Cafe on the Park)

SALARY:	£22,000 - £25,000 per annum
				
HOURS:	40 hours per week, Monday-Friday 0830 - 1730
Flexibility regarding hours may be required

ANNUAL LEAVE	25 days per annum, plus bank holidays
			
REPORTS TO:	Co-CEO Tony Henderson

LOCATION:		Dunsfold Park, Cranleigh, Surrey. GU6 8TB 

The Jigsaw School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share the same commitment

KEY TASKS

Main Purpose and Scope of Post

[bookmark: _GoBack]To provide a provision of high quality 1st and 2nd line technical support across Jigsaw Trust. 

Main Responsibilities

 IT Support 

· Support users in the use of computer equipment by providing necessary training and advice
· To take ownership of user problems and be pro-active when dealing with user issues
· Responding (via email or phone) within agreed time limits to call-outs as per SLA’s
· Prioritising and managing many open cases at one time
· Troubleshooting system and network problems and diagnosing and solving hardware/software faults
· To escalate more complex calls to the relevant IT Support member & to notify relevant staff to arrange for external technical support where problems cannot be resolved in-house
· Replacement IT parts as required
· Manage the onsite server back-ups efficiently 
· Monitoring and maintaining computer systems and networks
· Installing and configuring hardware operating systems and applications

Administration 

· To log all calls on the caller logging system
· To log any hardware of software problems detected 
· Setting up new user accounts and profiles and dealing with password issues
· Provide support, including procedural documentation and relevant reports
· Managing software licenses and asset register(s)
· Supporting the roll-out of new applications
· Keeping a well organised stock of spare computers, externals & internals for quick response to incidents
· Liaise with third party suppliers by email and/or phone

Project Work

· Manage and implement new ICT projects required for the trust

Other
· Any other duties as required by the management of Jigsaw Trust as required.

This is a description of the job as it is presently constituted. It is the practice of Jigsaw Trust to examine job descriptions from time to time and to update them to ensure they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This will be conducted in consultation with you. It is the organisation’s aim to reach agreement on changes, but if agreement is not possible, the organisation reserves the right to insist on changes to your job description, after consultation with you.



Person Specification – IT SUPPORT ENGINEER

	



	
Essential Criteria
	
Desirable Criteria



	
Qualifications and Knowledge

	
· Strong analytical skills, including a creative approach to problem solving, and finding solutions
· Good technical knowledge of desktop software, in particular Microsoft Office suite of applications (Outlook, Word, Excel, PowerPoint, Access) & an understanding of IT hardware

	
· Relevant degree or IT qualification (for example, CompTIA A+)

	
Experience

	
· Experience of providing administrative support in a busy office environment

	
· Experience of website management and HTML 
· Experience of working in a helpdesk environment 

	
Abilities

	
· Able to quickly develop good working relationships
· Ability to research information efficiently
· Ability to prioritise tasks and self-manage a varied workload

	



	
Personal Qualities
	
· Excellent verbal and written communication skills and good listening skills
· Demonstrate a willingness to be flexible 
· Accuracy and attention to detail
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