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Job Description IT Technician 


JOB DESCRIPTION
	JOB TITLE:
	IT Technician

	CONTRACT
	Permanent 

	CONTRACT
	Working term time, 8am until 5pm, with a half—hour unpaid lunch, 30 days plus 3 concessionary days paid holiday at Christmas.  



	REPORTING TO:
	Network Manager, but accountable to the Director of Finance and Operations for the operation of the School network and services to support staff


	Ethos


The ethos of the school is a shared responsibility to which all staff are expected to make a significant contribution. The expectation is that as the IT Technician you will fully support the staff and pupils with IT support and advice in a cheerful, enthusiastic and positive manner.
	Job Purpose


The postholder will assist the Network Manager in providing essential day-to-day maintenance work on both academic and business IT systems and provide first line support to all users, as directed by the Network manager. The IT Technician will provide support to all staff, technical help and solutions for hardware and software issues to ensure continuity of delivery of educational and business services. 
Statement of Responsibilities 

To have due regard for the education of all pupils in the school in accordance with the school’s aims and objectives as laid down by the: 

a)  Staff handbook

b)  Website

c)  School’s curriculum and policy documents

d) Staff Code of Conduct

e) Health and Safety Policies

f) Child Protection Policy

To share in the corporate responsibility for the welfare and positive behaviour of all the pupils attending Hallfield School with due regard for the requirements laid down in the:

a) Behaviour policy

b) Child Protection policy

c) Pastoral documents

d) Health and Safety policies

e) Anti-Bullying policy 

	General Responsibilities


· To be supportive of the school’s ethos; its foundation is based on Christian principles but there must be tolerance and understanding between people of different faiths (and none), cultures and backgrounds.

· Work with the Head Master in developing the policies and practice, which promote inclusion, equality and the extended services that the school offers. 

· To promote the agreed vision and aims of the school. 

· To apply the school’s policies consistently.  

· To attend staff meetings when required. 

· To support the wider life of the school attending open days and other school events. 

	Responsibilities specific to the role of IT Technician


· Supporting staff on and off site, over the telephone remotely and in person as required to ensure all queries are dealt with effectively and efficiently;
· To assist the Network Manager in monitoring support requests from staff via the school IT helpdesk;
· To maintain and upgrade desktop hardware (including peripherals) and software, for example maintaining a suitable desktop environment for users and installing software applications, routine maintenance and servicing of ICT equipment;
· Maintaining the computer rooms and network in a ready state to use at the start of the day reporting any issues which can’t be resolved to the Network Manager;
· Keeping the computer rooms tidy / check ICT bookings;
· Supervising the use of printers and replenishing toners as required;
· Preventative maintenance of equipment as directed by the Network Manager;
· To support teachers and pupils in the classroom as required;
· To ensure sensible use of equipment such as computers, printers, scanners and adherence to the School’s policies in this respect;
· To undertake archive management of networked resources; and
· To undertake other duties as appropriate to assist other members of the admin team, to support the work of the Head Master and other members of the Exec Team and the Governors.
Knowledge and Understanding 

· To have up to date, good knowledge of hardware and software developments to support both education and administration; and
· To be familiar with all the school’s current policies, systems and structures as identified in the Statement of Responsibilities. 

	Other Professional Requirements



	

	· To attend and participate in staff INSET days as directed.

· To participate in the school professional development and supervision programmes and develop professional and personal skills to achieve agreed targets.

· To participate in arrangements made in accordance with the Staff Appraisal system – PMR. 

· To establish and maintain effective working relationships.

· To be aware of the need to take responsibility for your own personal development. 

· To contribute to the development, implementation and evaluation of the school’s policies, practice and procedures in such a way as to support the school’s values and vision. 

· To assist the school in preparing for any inspection required by the Independent Schools Inspectorate.

· To adhere to the staff dress policy maintaining a high standard of professional appearance.

· To promote the school at all times.

· To maintain confidentiality at all times and observe the Data Protection guidelines.

· Safe Working Practices for Adults working with Children- It is the responsibility of each employee to carry out their duties in line with Hallfield School’s ethos and culture of safe working practices for Adults working with Children 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. 

· Freedom of Information Act and Data Protection Act - The post holder is required to comply with the above legislation and maintain awareness of the school’s policies and procedures relating to the Freedom of Information and Data Protection Acts. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure.  

· Equality and Diversity - The post holder will be required to comply with and maintain awareness of Hallfield School’s policies relating to Equality and Diversity.  

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

· Flexibility - All staff will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities of Education and Children's Services. Any changes arising will take account of salary and status. They will also be subject to discussion with individuals or sections affected and with appropriate Trades Unions. 

This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post. 


Signed: 
                                                                                         Head Master

Date: 
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Signed: 
 
Post holder 

Date: 
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