Lancashire County Council
ICT Technician/Primary School Support Technician
	Post title:  ICT Support 2

	Directorate: CYP 
	Location:
	Schools 

	Establishment or team:
	Carr Hill High School & Sixth Form Centre  
	Post number:
	1 

	Grade:
	Grade 5
	Staff 

responsibility:
	N/A
	Essential Car user:
	Yes

	Purpose of the role (job statement)

	To maintain and develop the school’s ICT resource for safe, effective use by pupils and staff. 

To support and advise pupils and staff in the appropriate use of ICT. 

To install and maintain the school’s ICT resources. 

To provide comprehensive support to feeder primary schools assisting their ICT Coordinators and Head teachers with their networks


	Accountabilities/Responsibilities – appropriate for this post:
Key Duties – Carr Hill:

1. Support the installation and maintenance of computer hardware, servers, infrastructure, Active Directory and software 

2. Maintain a comprehensive database of all support requests actioning them as appropriate
3. Monitor and regulate the use of the internet within the school, maintaining appropriate filtering

4. Check hardware regularly, repairing simple faults or reporting more complicated faults to a senior technician / contractor as appropriate 

5. Support teaching staff / pupils in technical aspects of ICT 

6. Support adherence to ICT policies, including those relating to safeguarding and internet usage and report any concerns

Key Duties - Primary Schools:

1. Management of Servers, Infrastructure and Backups. 

2. Management of User, E-mail, VLE Accounts with appropriate permissions

3. Installation of ICT Equipment and Software

4. Management and installation of printers and consumables. 

5. Management and installation of antivirus software.
6. Monitor and regulate the use of the internet within the school, maintaining appropriate filtering
7. Remote support where required. 

8. Advise on equipment procurement.

9. Occasional website and VLE administration. 

10. Provide ICT training through direct interaction and by producing simple help sheets.
Within both roles undertake other duties appropriate to the grading of the post as required.



	


	Prepared by:
	Mr A Mcilroy
	Date:
	07/04/2015


The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are expected to be flexible and to operate in different areas of work/carry out different duties as required.       
Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Health and safety  
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must co-operate with us to apply our general statement of health and safety policy.
Safeguarding Commitment 

We are committed to protecting and promoting the welfare of children, young people and vulnerable adults.

Customer Focus
We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.
Skills Pledge

We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 qualification in literacy and /or numeracy if they do not have one already.
Grade Profile

Level Five – Operative / Support (Grade 5)

	Level Five Purpose

To apply practical methods, techniques, work procedures or processes in support of, or delivery of, the service.

	Scope of Work

	Role holders will undertake a range of standardised procedures, some of which maybe relatively complex, and use associated tools and equipment.  Role holders may be expected to respond independently to unexpected problems or situations.   



	Accountabilities/Responsibilities

	Role holders may be responsible for:
· Instructing and checking the work of  contractors ; or
· Planning and organising tasks; or
· Interpreting information, solving task-related problems or implementing regulations; or
· Producing work of the required standard; or
· Providing advice and guidance on established internal policies and procedures.  

	Skills, knowledge and experience

	· Previous relevant experience or the ability to demonstrate the competence to carry out the job.   

· Possession of, or the ability to demonstrate the capability to gain, relevant qualifications, licences or equivalent where applicable.

· Enhanced skills appropriate to the job discipline. 

In addition to the skills, knowledge and experience described, you may be required to undertake a lower graded role as appropriate.

	Performance Measures

	· Completion of work to required standards and deadlines.



