	BATH & NORTH EAST SOMERSET COUNCIL

JOB DESCRIPTION

	SERVICE:
EDUCATION                                      SCHOOL:  Chew Valley

	POST TITLE:  JUNIOR ICT TECHNICIAN
                        Secondary School
	GRADE:  Q


	

	DATE:
September 2015



1. PURPOSE OF JOB

The Junior ICT Technician is a member of a team responsible for the operational management and ongoing development of the School’s extensive ICT system.

2. MAIN DUTIES AND RESPONSIBILITIES

2.1. To provide ICT technical support to all staff as appropriate, including in-class support to the teacher during lessons (and only in the presence of and under the supervision of the teacher in charge of the class).

2.2. To assist in the maintenance and repair ICT equipment as appropriate (and within capabilities as training proceeds), ensuring health and safety requirements are observed at all times.

2.3. To assist in the maintenance of the School’s ICT equipment inventory (hardware and software).

2.4. To assist in the preparation of on-going health and safety risk assessments.

2.5. To assist in the organisation of displays/presentations for special events such as Open Evening/Days and to assist in the preparation of displays in ICT classrooms under the direction of the appropriate ICT teachers.
2.6. To assist in the maintenance all the School’s ICT classrooms, ensuring that a safe and tidy environment is provided and that ICT equipment is maintained or reported for repair.
2.7. To undertake training programmes/activities as required for personal development.
3. QUALIFICATIONS AND EXPERIENCE

3.1. Essential

· Outstanding customer care skills

· Excellent telephone manner

· Good written and oral communication skills

· The ability to empathise with pupils, staff and the management team

· Able to work both individually and as part of a team
· A logical approach to problem solving

· Able to keep up to date with the latest technological advances

· Knowledge of Microsoft Office 2013/ Microsoft Windows 7
· Audio/Video trouble shooting
· Evidence of a good basic education, equivalent to 3 GCSEs at grade C or above, including English and Maths.  

3.2. Desirable
· Any foundation IT certification highly desirable (A+, N+, MCP etc)
· Knowledge of SIMS.net software

· Knowledge of Windows Server 2012

· Basic Knowledge of Networking

· Previous first line support, service desk or call centre experience.

4. DIMENSIONS

4.1. Financial budgets and accounts responsibility

None other than to follow the financial procedures of the Authority and School as with all staff.

4.2. Supervisory responsibility

None.

4.3. Supervision received
The postholder reports to the School’s ICT Network Manager, supported by the Head of ICT.  However, the postholder may at times work under the direction of ICT subject teachers, particularly when providing in-class technical support.
4.4. Network Infrastructure

The post holder will be expected to work on the School’s ICT system, comprising:
25

virtual servers

20
+
network switches

230+ 
workstations

70 

laptops

30 + 
printers

400 +
software applications

5. PHYSICAL EFFORT
5.1. The postholder will be expected to move ICT equipment around the School as and when required, observing safe practice and correct manual handling techniques at all times.

5.2. The postholder will be expected to work at height to gain access to some ICT equipment when required, (e.g.: network switches in wall mounted cabinets, interactive whiteboards and projectors) observing safe practice and correct use of ladder techniques at all times.

6. WORKING ENVIRONMENT

6.1. In normal circumstances, the postholder will work in the ICT Workshop, offices or classrooms.  Fairly regularly during cleaning and maintenance the postholder may be exposed to equipment which is dusty and/or dirty and on occasions may have to access equipment in dusty/dirty areas, e.g.: store cupboards and ceiling voids.

7. GENERAL

The postholder will be expected to undertake any appropriate training provided by the Authority and/or School to assist them in carrying out any of the above duties. 
The postholder will be expected to contribute to the protection of children as appropriate, in accordance with any agreed policies and/or guidelines, reporting any issues or concerns to their immediate line manager. 
This authority is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An enhanced Criminal Records Bureau Certificate is required for this post prior to commencement. 

Salary:   The postholder will be paid on BN&S Grade Q 
37 hours per week, all year around.  Actual hours of work to be agreed with the Network Manager, possibly to include adhoc evening or weekend working as required for essential maintenance or development work, thereby minimising network downtime during the school day.

25 days holiday per year (April to Mar) plus bank holidays for the duration of the contract. Holidays must be taken during school holidays at times to be agreed with the Network Manager
As with all members of staff, to carry out all duties with due care in line with current health and safety legislation.
The postholder will be handling information of a highly confidential nature.  It is essential that he/she is aware of the need for discretion.  Consideration must be given at all times to regulations concerning the Data Protection Act.  
This job description only contains the main accountabilities relating to this post and does not describe in detail all the duties required to carry them out.
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