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	Job

Description


	Date of Issue: 


	Ref: 



	
	


	Job Title
Technical Support Officer – 
	Location
Shireland Collegiate Academy

	Post No.

	Grade

Scale 4 pt 18-21
	Service
ICT Support

	Responsible to
Systems and Network Manager
Assistant Systems & Network Manager


	Contacts
Teaching staff

Non teaching staff

ICT Technicians

Staff from other external establishments
	Persons responsible for:

(May be presented in the form of an organisation chart)

Attach separate sheet


	
	
	Special conditions
Occasional Car Mileage


	Working hours
37 hours per week, full time
	

	This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from time to time to meet changing circumstances.



	Job Summary

	To work as part of the Shireland Collegiate Academy ICT Support team to provide an ICT support service to the Academy and other establishments working with the Academy.


	Duties and responsibilities:-

	1. 
	To work as part of Shireland Collegiate Academy’s ICT Support team to provide ICT support to the Academy and other establishments as determined by the Systems and Network Manager.

	2. 
	To attend weekly meetings to review work completed and establish work patterns for the current week.

	3. 
	To assist with the repairing of computer hardware, and installing and configuring new computer hardware.

	4. 
	To maintain all peripherals 

	5. 
	To perform a full ICT hardware inventory and maintain this to comply with Audit regulations

	6. 
	To be responsible for setting up the daily assembly

	7. 
	To be part of the training program, and deliver training when required.

	8. 
	To assist with the maintenance of cashless vending systems and the printing of cashless vending cards.

	9. 
	To work with staff and students to support teaching and learning.

	10. 
	When required, to visit external establishments to provide ICT Support.

	11. 
	Such other duties as may be appropriate to achieve the objectives of the post or to assist the Academy in the fulfilment of its objectives commensurate with the post holder’s salary grade, abilities and aptitudes.

	12. 
	It is the responsibility of each employee to carry out their duties in line with Academy policies on Equality (please refer to the Policy Statement), harassment, racial equality and the CRE action plan, and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment.  Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for in line with these policies and the CRE.

	13. 
	Use and Development of ICT as required.

	14. 
	The post holder must at all times carry out his/her responsibilities with due regard to the Academy’s policy, organisation and arrangements for Health and Safety at Work.

	15. 
	Any changes arising will take account of salary and status.  They will also be subject to discussion and individuals or sections affected and with appropriate trade unions.

	16. 
	All staff within the Academy will be expected to accept reasonable flexibility in working arrangements.

	17. 
	To ensure the health, safety and welfare of employees and the public by complying with the appropriate Health and Safety Policies, Organisations and Arrangements and by the employment of Safe Working Practices and Risk Assessment Management.

	18. 
	To actively participate in the Trust’s Customer care and quality Policies and Procedures with specific reference to Child Protection Policies

	19. 
	To comply with the Trust’s Smoke free workplace Policy.

	20. 
	To participate in the operation of the Trust’s Personal Performance Development process, and attend identified training.

	21. 
	Any changes arising to this role, will take account of salary and status.  They will also be subject to discussion with individuals or sections affected and with appropriate trade unions.


	Context:

Support staff are a part of the whole Academy team. Each individual is required to support the values and ethos of the Academy and Academy priorities as defined in the Academy Improvement Plan. This will mean focusing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be undertaken.  Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, applicants are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Academy.  The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.



	Signature:    ___________________________________________________________
Print Name: ____________________________________________________________
Date:          _____________________________________________________________
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