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OXFORD HIGH SCHOOL GDST


JOB DESCRIPTION

	Role
	IT Technician

	Job Purpose
	•
Monitor and maintain the schools IT systems

•
Assist with Installing new and upgraded IT systems 

•
Ensure the integrity of the School’s IT system is maintained.

	Accountable to:
	IT Operations Manager

	Accountabilities
	Key Responsibilities

· Provide technical advice in support of the resolution of IT incidents

· Work with the Trust Office central IT team to ensure escalated IT issues are resolved

· Work with the Trust Office central IT team in implementing IT systems

· Document the setup and configuration of all school IT systems and ensure operating procedures are in place

· Develop proactive procedures to ensure the smooth running of IT systems

· Monitor and maintain IT systems and undertake action to ensure consistent delivery of IT services

· Resolve IT incidents in a structured way using a Service Desk tool

· Ensure IT changes are delivered in a structured way

· Advise on system enhancements and make recommendations for improvements or replacements

· Liaise with 3rd party suppliers to ensure a resolution of IT incidents, as required

· Support the deployment of school systems as required

· Provide advice and guidance on the use of IT systems

· Ensure IT documentation is kept up to date and record any changes to IT systems

· Ensure robust data backup systems are in place and undertake periodic testing of the systems

· Assist in the selection, testing and acquisition of computer hardware, software and third party application packages

· Ensure that GDST policies are Implemented and systems are in place to monitor and manage compliance.

· Ensure local school policies and procedures are followed to maintain fully operational, robust and secure IT systems

· Work flexibly as required in support of the duties of the role

Decisions made in the course of the Job

· When to escalate service issues

· What solution to apply in resolution of incidents

Supervision Received

· Reports to the IT Operations Manager
· Will interact with the Trust Office Central IT team to ensure IT incidents are managed to resolution

Key Relationships

· IT School Leaders

· Trust Office Central IT team

· 3rd party suppliers

· Ops Manager

· Teaching and administrative Staff

Other

The key responsibilities are not exhaustive and highlight a number of major tasks relevant to the post. The post holder may be required to undertake additional duties which might reasonably be expected and which form part of the function of the post. This post and its associated role will be subject to review on an annual basis, or:

· As a result of a change in Strategic management.

· As a result of significant changes in operational requirements.

· As a result of agreed staff development/career review needs/objectives.

· Within six months of appointment.



	General requirements
	All school staff are expected to: 

a Work towards and support the school vision and the current school objectives outlined in the School Development Plan. 

b Contribute to the school’s programme of extra-curricular activities. 

c Support and contribute to the school’s responsibility for safeguarding students. 

d Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors 
e Work within the GDST’s Diversity Policy to promote equality of opportunity for all students and staff, both current and prospective. 

f Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues. 

g Engage actively in the performance review process. 

h Adhere to policies as set out in the GDST Council Regulations, ORACLE and GDST circulars. 

i Undertake other reasonable duties related to the job purpose required from time to time. 

	Review and Amendment 
	This job description should be seen as enabling rather than restrictive and will be subject to regular review. 


Person Specification

Skills Required
	Strong educational focus
	Essential 

	Attention to detail
	Essential 

	Excellent communicator
	Essential 

	Customer focused
	Essential 

	Excellent negotiating and influencing skills.
	Essential 

	Analysis skills
	Essential 

	Strong verbal reasoning ability
	Essential 

	Understanding the latest trends in IT
	Essential 


Knowledge Base 
	IT Service Delivery management processes and procedures
	Essential 

	In depth knowledge of IT technologies
	Essential 

	Experience of Microsoft operating systems
	Essential 

	Using a service desk tool in support of the provision of IT services
	Desirable 

	Knowledge of school MIS
	Desirable


Qualifications/Attainment 

	MCP or equivalent
	Desirable 

	A level Qualification
	Desirable 

	MCSE
	Desirable 

	Degree level qualification or equivalent
	Desirable 

	Apple Computers certification
	Desirable 

	ITIL foundation certificate
	Desirable 


Experience
	Proven experience of delivering customer focused IT services
	Essential 

	A strong technical understanding of IT systems
	Essential 

	Experience of diagnosing and resolving technical errors
	Essential 

	Experience of providing advice and guidance to users in their use of IT equipment
	Essential 

	Experience of devising system procedures and policies
	Essential 

	Experience of working with a service desk tool
	 Desirable

	Experience of working in education
	Desirable 

	Experience of implementing Apple Computer technology in an educational environment
	Desirable 

	Experience in Project management
	Desirable

	Proven experience of server and network infrastructure
	Desirable


Attitude/approach
	A good team member 
	Essential 

	Ability to search for solutions in a logical way to often complex scenarios
	Essential 

	Able to work unsupervised and to prioritise activities 
	Essential 

	Enjoy working with young people
	Essential

	Able to work calmly and respond to occasions when work needs to be done quickly 
	Desirable 

	Discreet and able to deal with confidential information
	Essential 

	Willingness to contribute to extra curricular activities and school events 
	Desirable 

	Full UK driving licence
	Desirable 
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