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JOB DESCRIPTION
[bookmark: _GoBack]Ash Green School

	Post 
	ICT Technician

	Salary Grade
	Band D £16,863 - £17,391 52 weeks pa / 37 hours pw

	Location
	Ash Green School

	Reports to
	ICT Mananger





Job Purpose

The IT Technician role is primarily responsible for supporting the Regional IT Manager with the day to day support and management of the ICT systems at the Academy.

Key Responsibilities
· To ensure that all incidents and requests for the Academy are logged appropriately on the ICT Helpdesk System.
· To ensure that incidents and requests for the Academy are prioritised accordingly and are documented within the ICT Helpdesk system.
· Maintain regular communications with the appropriate staff until incident resolution.
· Monitor progress of all incidents and requests for the Academy against Service Level targets and respond promptly to staff requests for updates or resolution as appropriate.
· Escalate any incidents to the appropriate team as necessary and work with the Regional IT Manager, 3rd party support providers, and other stakeholders to resolution.
· Identify, resolve and/or document workarounds for desktop related problems.
· Image, deploy and manage Desktops, Laptops and other endpoints and devices such as printers and IWBs.
· Provide high-quality technical support and advice to the Academy.
· Test and install new software, ensuring licensing compliance.
· Set up and maintain user and e-mail accounts, ensuring that new staff and students receive credentials in a timely fashion.
· Maintain computer peripheral equipment such as scanners, printers, whiteboards, projectors, touchscreens and ensure that this hardware is tested and prepared for use when required.
· Carry out scheduled maintenance checks, which may include portable appliance testing (PAT) for ICT equipment.
· Ensure inventories for ICT hardware and software are kept up to date.
· Test and install patches & updates for the Academy’s MIS System.
· Work with the Regional IT Manager to implement the Academy’s ICT vision and core values.
· Undertake other tasks as required by the Regional IT Manager or the Academy Principal.


Signed: ……………………………………………………………..  Date: ………………………..

Name (please print): ………………………………………………………………………………..






PERSON SPECIFICATION
ICT TECHNICIAN


	
	Essential 
	Desirable


	Qualifications
	
	· Professional ICT qualifications (e.g. Microsoft)

	Experience
	· Recent and relevant experience of working within an education or public sector environment
	

	Knowledge and Technical Skills
	· Knowledge of Microsoft Windows 7/8/10, office software and other desktop products, Microsoft Windows Server 2008/2012, Microsoft Active Directory, Anti-Virus, Web Filtering systems
· Knowledge of networking and management of network hardware such as switches & wireless systems
· Excellent communication, numeracy and literacy skills
· Ability to prioritise tasks and work under pressure during troubleshooting and problem-solving
	· Knowledge of Interactive Whiteboards, touchscreens and associated software
· Knowledge of Cloud based systems such as Office 365
· Knowledge of SIMS Management Information System
· Knowledge of Child Protection

	Personal Attributes and Skills
	· To be able to interpret and analyse complex information
· High professional and personal standards in both work and conduct
· Good interpersonal skills, including the ability to work as a team member, but also having self-motivation when working independently 
· Ability to convey technical problems to non-technical staff
· Confident in dealing with all levels of stakeholders
· Strong personal drive and willingness to get things done
· Good time management
· Openness to learning, change and personal development
	

	Other requirements
	· Flexible approach to working hours
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