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Dear Applicant,

Thank you for your enquiry regarding the position of ICT Technician at Oasis Academy Immingham.

I hope you find the information pack helpful. If you feel that that this is a post for which you would like to apply, please complete the Application Forms – Section A & B and Equal Opportunities monitoring (CVs are not required) and return it to Veronica Fox at Oasis Academy Immingham, c/o Oasis Academy Immingham, Carver Road, Immingham, DN40 1JT or e-mail to principal@oasisimmingham.org. The closing deadline for applications is no later than Friday 1st May.

Please ensure you provide the name, address and status of two referees, one of whom should be your current direct Manager.  Candidates should be aware that referees will be approached prior to interview.  

If you would like to know more about us before you apply, or you are not clear about any aspect of the application procedure, do not hesitate to contact us for clarification. 

I wish you well and thank you once again for your interest in what we think will be a challenging and rewarding post.

Yours sincerely 

Brian Dixon


Principal, Oasis Academy Immingham

Oasis Academy Immingham             

JOB DESCRIPTION

POST TITLE:  ICT Officer (Schools)

DEPARTMENT:  

GRADE/SPINAL COLUMN POINT: 11

REPORTS TO: 

1. PURPOSE OF JOB:

Contribute to the delivery of an effective ICT support service throughout the school to respond to identified need, ensure continuity of service and achieve planned reporting objectives and deadlines. 

2. MAIN RESPONSIBILITIES

Maintains an awareness of current developments to support service development and implements changes and updates to ensure effective performance, maintain service provision and minimise disruption.

Participate in the collection, collation and processing of data and information and the production of reports relating to pupils, school performance and achievement within a planned framework.

Implement routine manual and computerised systems, practices and procedures to ensure that data and information is current, relevant, effectively and securely collected, processed, managed and reported.

Collects, processes and stores data and information to comply with school reporting requirements

Ensures that all reporting is clear, concise and complies with planned outcomes and obligations in terms of content, detail, format and time lines.

Maintains the integrity and security of all systems by use of appropriate user protocols and undertakes related monitoring and reporting.

Provide user support to identify and respond promptly to routine system or process issues that arise within an agreed framework of performance criteria.

Supports contingency arrangements to respond to any unforeseen or unplanned circumstances that may arise to maintain the safety and security of data and information, maintain security and minimise disruption.

3. SUPERVISION/MANAGEMENT OF PEOPLE

The post holder has no supervisory responsibility for staff, but will assist in the familiarisation of duties to other colleagues.  

4. CREATIVITY AND INNOVATION

Developing and implementing routine manual and ICT solutions, information systems, office practices and procedures to make effective use of resources and respond to user need. 

Providing support to a range of recipients with differing levels of understanding.

5. CONTACTS AND RELATIONSHIPS

Regular contacts with all teaching and support staff in relation to service provision.

Contacts with pupils in relation to operational service issues.

6. DECISIONS

Discretion – Decisions are within defined procedures, policies, protocols and practices. The postholder will be required to use initiative to resolve problems 

that arise.   Direction is readily available from the line manager or other senior staff.
Consequences – matters relating to the postholder’s discretion would be readily identified and amended if necessary.
7. RESOURCE

Operate and maintains the ICT equipment and resources used by the School, The postholder would be responsible for laptops and other ICT peripherals that could involve transportation of various resources between sites to a value of £2,500

8.
WORK ENVIRONMENT

Work Demands – Able to choose between a range of options and alternatives to achieve operational objectives.  

Physical Demands – The work requires normal physical effort. 

Working Conditions – The postholder will regularly visit locations throughout the school.
Work Context – The job requires regular contact with ICT service users and pupils.

9.
KNOWLEDGE AND SKILLS

A good technical knowledge of ICT, equipment, services, facilities all hardware and software applications used throughout the school setting.

Up to date technical knowledge of ICT equipment and techniques and their application to support learning and management.

One year’s relevant ICT experience. 

Awareness of the relevant legislation, regulations and policy related to the storage and retrieval of a wide range of data and information related to the operation and management of the school.

Effective interpersonal skills.

Problem solving skills

Awareness of the objectives, policies of the school and how ICT can support learning.

Awareness of school and Council policies and objectives.

10.
GENERAL

a) Job Evaluation - This job description has been set out in such a way as to allow for job evaluation using the GLPC Scheme as adopted by the North East Lincolnshire Council.

b) Other Duties - The duties and responsibilities in this job description are not restrictive and the postholder may be required to undertake any other duties which may be required from time to time.  Any such duties should not however substantially change the general character of the post.

c) Equal Opportunities - The postholder must carry out his / her duties with full regard to the Council’s Equal Opportunities policy.

d) Health and Safety - The postholder must carry out his / her duties with full regard to the authorities Health and Safety Policies and Procedures. 
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Purpose, Ethos and Values

‘Education is the most powerful weapon which you can use to change the world.’ Nelson Mandela

Our Purpose
Oasis Academies exist to provide a rich and balanced educational environment which caters for the whole person - academically, vocationally, socially, morally, spiritually, physically, emotionally and environmentally. Our task is to serve our students as well as to provide a learning hub for the entire community. In this way we will raise aspirations, unlock potential and work to achieve excellence through encouraging a ‘can do’ culture which nurtures confident and competent people.   

Our Ethos
Our ethos is an expression of our character - it is a statement of who we are and therefore the lens through which we assess all we do. Our work is motivated and inspired by the life, message and example of Christ, which shapes and guides every aspect of each of our schools. This is foundational to our belief that all people are created and loved by God as equal and unique beings, and to our commitment to model inclusion and compassion throughout all the aspects of the life and culture of each Academy community. 

‘The important thing is not to stop questioning.’

Albert Einstein

Our Values

The Oasis Community Learning ethos is rooted in a number of core beliefs and values which arise from our purpose statement. Our goal is that these will permeate every aspect of the Academies’ life, curriculum, building design and use. We will continuously measure and evaluate our performance using these beliefs and values as our guide:

Staff. Our best assets are our people, recruited because they are the right people for the job – people focused on children learning and succeeding.  We aspire to treat them in a way that values them as our best asset.

Diversity.  We value each individual and will protect their right to freedom and choice.  We will work actively against discrimination and social exclusion and seek equal opportunity for all. Therefore we will respect the beliefs and practices of people of faiths other than Christianity and work to ensure that each Academy provides a welcoming environment for students of all faiths and none. We have a commitment to diversity and reflect this in the way we deliver school.

The Environment. We believe that it is our duty to respect the environment through a commitment to sustainability and bio-diversity. We will therefore exercise wisdom, integrity and responsibility in the use of all of the resources entrusted to us.

Learning.  We are committed to the belief that everyone is a learner – whether student, staff or member of the local community. We, therefore, aspire to create a learning environment where all ‘want’ to learn rather than ‘have’ to learn by developing education tailored to the individual needs of each learner.  We want to enable every child to realise their God-given potential and are therefore committed to their holistic development.

Responsibility.  We will seek to ensure that all students and other users of the Academies’ resources understand that each person thrives best when they take responsibility for their own learning, behave in a way that considers the needs of others and exercise appropriate self-discipline.

Educational Balance.  We believe that it is our responsibility to help every student to realise their potential. We place equal value on personal development, preparation for life after school and academic progress and are committed to providing personalised learning programmes for all our students. 

Innovation. We will encourage creative vision, thinking and problem solving, seeking to pioneer new methods, develop fresh perspectives, and embrace innovation, change and challenge.

Enterprise. Every aspect of our curriculum will work to develop young people who are entrepreneurs and are well prepared not just for the world of work but also for living life as a whole. Our commitment is to develop informed and active learners with a strong sense of self-confidence who can explore questions, seek solutions and make informed decisions. 
Integrity.  We believe that honesty, openness, respect for others and servanthood are essential ingredients of a mature, entrepreneurial spirit.

Community. We seek to contribute to the economic, social and spiritual development of the local community working in partnership, wherever appropriate, with other local bodies and agencies to maximise integration and impact. As part of our commitment we will develop full service education, extended learning opportunities for the whole community, wrap-around care and other facilities.   

Inclusion.  We are committed to providing an environment which is open to all and specifically recognises and meets the requirements of those who need extra/special support for learning.  Our focus will always be on how we create and sustain an inclusive community.

Partnership.  We believe that achieving excellence in education is the outcome of partnership between pupils, parents, other schools and an Academy. (Each Academy is, itself, a partnership between Oasis Community Learning, the DfES and the local LEA.)  Therefore we will develop an environment where parents/carers are positively engaged with us in supporting each student. We will, at the same time, place an emphasis on out-of-school youth work within the local community in partnership with the local authority and other local organisations.

Teamwork. We value collaboration. Each individual has a unique contribution to make to the Academies’ life - together we form the Oasis Community Learning team. The wider Oasis family stretches beyond the UK, so collaboration would extend to Oasis schools that are being run around the world, as well as other projects.  

Leadership.  We believe that the delivery of our vision and the development of good teamwork are dependent on the quality of leadership at all levels of the Academies’ life.

Health.  We will encourage all our students, staff and other community users of our Academies to develop and maintain healthy lifestyles.  Our environment, curriculum and culture will reflect this commitment.

Excellence.  We believe that excellence in education is achieved through a blend of high-quality facilities and outstanding teaching professionals mixed with clear leadership, a positive affirming environment and the commitment to identify and develop talent.  This means that we expect the highest standards of work, behaviour and commitment to school life from all our pupils.

Fun. We believe that all people work hardest and learn best when they enjoy what they are doing. We will therefore seek to encourage the celebration of learning.

The following Faithworks Charter is the working expression of our ethos statement.
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The Faithworks Charter

Motivated by our Christian faith we commit ourselves to serve others by aspiring to the following standards in all our community work. 

We will provide an inclusive service to our community by:  

1.
Serving and respecting all people regardless of their gender, marital status, race, ethnic origin, religion, age, sexual orientation or physical and mental capability.

2.
Acknowledging the freedom of people of all faiths or none both to hold and to express their beliefs and convictions respectfully and freely, within the limits of the UK law.

3.
Never imposing our Christian faith or belief on others. 

4.
Developing partnerships with other churches, voluntary groups, statutory agencies and local government wherever appropriate in order to create an effective, integrated service for our clients avoiding unnecessary duplication of resources. 

5. Providing and publicising regular consultation and reporting forums to client groups and the wider community regarding the effective development and delivery of our work and our responsiveness to their actual needs.  

We will value all individuals in a way that is consistent with our distinctive Christian ethos by:  

1.
Creating an environment where clients, volunteers and employees are encouraged and enabled to realise their potential.

2.
Assisting our clients, volunteers and employees to take responsibility for their own learning and development, both through formal and informal training opportunities and ongoing assessment.

3.
Developing an organisational culture in which excellence and innovation are encouraged and rewarded and individuals learn from any mistakes made.

4.   Promoting the value of a balanced, holistic lifestyle as part of each individual's overall personal development.

5.
Abiding by the requirements of employment law in the UK and implementing best employment practices and procedures designed to maintain our distinctive ethos and values.

We will develop a professional approach to management, practice and funding by: 

1.
Implementing a management structure which fosters and encourages participation by staff at all levels in order to facilitate the fulfilment of the project's goals and visions.

2.
Setting and reviewing measurable and timed outcomes annually, and regularly to evaluate and monitor our management structure and output, recognising the need for ongoing organisational flexibility, development and good stewardship of resources. 

3.
Doing all we can to ensure that we are not over-dependent on any one source of funding. 

4.
Implementing best practice procedures in terms of Health and Safety and Child Protection in order to protect our staff, volunteers and clients.

5.
Handling our funding in a transparent and accountable way and to give relevant people from outside our organisation/project reasonable access to our accounts.

‘Education is not the filling of a pail, but the lighting of a fire.’ 

W.B. Yeats

Child Protection Policy

Oasis Community Learning fully recognises its responsibilities for child protection.

Our policy applies to all Oasis Community Learning’s directors, staff (central and Academy-based), governors and volunteers working in and with Oasis Community Learning Academies. 

There are five main elements to our policy.  We are committed to:

· Ensuring we practice safe recruitment in checking the suitability of staff and volunteers to work with children.

· Raising awareness of child protection issues and equipping children with the skills needed to keep them safe.

· Developing and then implementing procedures for identifying and reporting cases, or suspected cases, of abuse.

· Supporting pupils who have been abused in accordance with his/her agreed child protection plan.

· Establishing a safe environment in which children can learn and develop.

Application Form 

Section A
	Post Applied For: 


Personal Details

	Surname

(Including Preferred Title)  

	Forename(s)    

	Address   

(Inc. Postcode)



	Telephone No.

(Inc. STD Code)
	Mobile No.

	E-Mail



Address

	Are you eligible to work in the UK? 

YES   FORMCHECKBOX 

NO   FORMCHECKBOX 


	National Insurance Number
	
	Work Permit Number

Expiry Date (dd/mm/yy)
	

	
	
	
	………../……….../………..


Present Post Details

	Name and address of current employer: 

Telephone number:

	Post held (please also state if this is perm/temp) 







	Date of appointment

to organisation (DD/MM/YY)
	To Post

(if different)  

	Type of Appointment 

(Full/Part time)
	Date free to take up appointment (DD/MM/YY)

	Salary/Allowance Details 


Previous employment 

	Name of organisation


	F/T

P/T


	Positions held and salary point
	Commenced

(DD/MM/YY)
	Completed
(DD/MM/YY)

	  
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Education

	Secondary School Attended
	Examinations in which successful 

(with subjects)
	Level
	Grade

	  
	
	
	


	University or College attended 

(with dates)
	F/T

P/T
	Degrees obtained

 (with subjects)
	Pass/

Hons
	Class or 

Division
	Year obtained

	  
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Other Professional Qualifications

	College  Attended (with dates)
	F/T

P/T
	Qualifications obtained
	Year obtained

	  
	
	
	

	
	
	
	

	
	
	
	


Other Experience Relevant to the Post

	


If you need to give more information about any of the above, please continue on a separate sheet.

Personal Interests

	


Criminal Convictions

This appointment is excluded from the non-disclosure provisions under the Rehabilitation of Offender Act 1974.  Applicants must declare any convictions which for other purposes are “spent” and in the event of employment, failure to disclose such convictions could result in dismissal or disciplinary action by Oasis Community Learning.  Any information will be treated confidentially.

Have you ever been convicted of a criminal offence by a Court of Law YES  FORMCHECKBOX 

NO  FORMCHECKBOX 

 (X as appropriate)     If yes, please attach details including the offence and the date.

Letter of application

This form should be accompanied by a separate letter of application along the lines set out in the letter which you received in your application pack.

Referees

You should give details of two referees, one of which should be your direct manager. 

	
	1st Referee
	2nd Referee

	Name (inc. Title)
	  
	

	Status


	
	

	Address


	
	

	Tel. No. 

(inc. STD)
	
	

	Fax No. 

(inc. STD)
	
	

	E-mail add.
	
	

	
	
	


Any offer of appointment is subject to satisfactory CRB (Criminal Records Bureau) Enhanced Disclosure Check.

DECLARATION

I declare that the above information is, to the best of my knowledge true and accurate and that I will not contact any member of Oasis Community Learning to further this application (and I understand that to do so would disqualify me from further consideration) - unless the advertisement invites me to contact a named individual to seek further details.

Signed
  






 Date  

	For Office Use Only                       

Date application form received:

Date References Sent

1)                                           2)                            

Date References returned

1)                                           2)                            
	Selected at short-list stage YES/NO 

Interview confirmed YES/NO

Interview date:                         Time:

Selected after interview YES/NO


Application Form 

Section B 

	Post Applied For: 
	
	Name:


Please complete the following sections, using additional space if necessary. 

	1. How do your personal qualities and professional experience qualify you for this position? 

Please refer to the Job Description and Person Specification documents.



	2. How you would seek to incorporate the Oasis Community Learning ethos into your working practice?
 

	3. Professional Skills

Please provide a brief statement setting out how you have developed your professional skills.

In service courses (relevant to this application and taken within the last 5 years).

In service courses

Date

Venue

  
Please continue on a separate sheet.

	Declaration

I confirm that to the best of my knowledge, the information given on this form is true and correct and can be treated as part of any subsequent contract of employment.

     Signature                                                                                                  Date
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EQUAL OPPORTUNITIES
Oasis Community Learning is working towards equality of opportunity for all who apply for employment with the Trust.  We are actively opposed to discrimination and believe that monitoring our recruitment results will help us assess any areas requiring improvement.  In order to assist us with this, we would be grateful if you would complete this form and return it with your application.  It is in no way connected with your application itself and will be separated from your application form when it reaches our office.  Oasis Community Learning undertakes that this form will not be made available to anyone involved in the recruitment and selection of staff and will remain confidential to the Human Resources Department to be used solely for the purpose of monitoring the effectiveness of our equal opportunities policy.

Your help in this matter is entirely voluntary and will in no way affect your application.

Please indicate your gender:


Male / Female

Please indicate your date of birth (dd/mm/yyyy):
                       .

Ethnic origin is not about nationality, place of birth or citizenship.  It is to do with colour and broad ethnic group.  UK citizens can belong to any of the groups indicated below.

Would you describe yourself as:

Bangladeshi

(

Indian



(
Black - African
(

Irish



(
Black - Caribbean
(

Pakistani


(
White


(



Chinese

(

Other (please specify)
(                          . 

Do you have a disability?

Yes / No

If yes, please give details: 

_________________________________________________________________

Are you registered as a disabled person?
Yes / No

How did you hear about this vacancy?
____________________________________

Post applied for:
____________________________________________________

The categories listed above are those recommended by the 

Commission for Racial Equality.  Thank you for your assistance.
