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JOB DESCRIPTION
 

Post:	IT Technician (Level 1) 					            		   Date of issue: July 2019 
Wellingborough School was established in 1595 and is today an independent co- educational day school serving Northamptonshire, and adjacent parts of Bedfordshire, Buckinghamshire and Leicestershire.  The School is a co-educational independent day School comprising of three elements, namely Pre-Preparatory (Age 3 – 8), Preparatory (Age 8 – 13) and Senior (Age 13 – 18). The School enjoys a strong academic tradition, which it is determined to maintain, combined with its extensive co-curricular programme.  

Reporting to: IT Manager

Salary: £16,010 to £18,720 (dependent on experience)	

Hours: 37.5 hours per week - The Employee’s normal hours of work will be 09:00 -17:00, with a 30-minute unpaid lunch break.  Due to the nature of the role, there may be times when out of hours working is required, including weekends and evenings. Time in lieu or overtime will be agreed by the IT Manager. 

Disclosure Level: Enhanced

Job Purpose: 
To provide support to the IT Manager & the Senior Technician with ensuring that the Schools IT Network (Provision) operates efficiently across all sites and deal with all technical aspects of the curriculum and administrative IT systems within the School.
To manage the IT helpdesk tickets along with the IT Apprentice, ensuring staff receive regular communication regarding the problems raised and prioritising work accordingly.  The role will act as the primary 1st line IT support and will deal with the majority of tickets independently, only escalating issues to the Senior IT technician and IT manager when necessary.  
The following key accountability areas are a given requirement. The list is not exhaustive and should not act to constrain the job holder from working within a wider brief if necessary in order to achieve the requirements of the job role.
Duties and Responsibilities:
Resource Management/Technical Support:
· Assist the Senior Technician with the management and support of the School network infrastructure including hardware maintenance, upgrades and documentation of LAN, WAN and wireless networking.
· Work within the Departments agreed priority guidelines by balancing responses to support requests with the need to follow planned monitoring and maintenance of hardware and software.
· Undertake first line assistance with IT related problems.
· Respond to helpdesk requests, meeting the Department’s SLA’s whenever possible. 
· Manage and implement the installation of new computer hardware and software as required enabling the delivery of IT to all operational areas.
· Testing and installing new software and upgrades as appropriate. 
· Maintaining IT support-based records and updating the Asset Register as required
· Maintain secure user access to systems and applications as appropriate.
· Monitor the use of system by users, with routine/spot checks to ensure appropriate use is maintained, reporting any findings for the implementation of sanctions to the IT Manager or DSL and maintaining report of such incidents.
· Ensure appropriate filtering of internet sites and maintaining records of any changes.
· Pay due regard to Health & Safety (H&S) matter in force at the time and to comply with the school H&S policy.
· Undertake other appropriate work as delegated by the MIS and Senior Technician including involvement in new projects and IT facilities.

Technical Service Provision:
· Support AV & display systems.
· Assist with network equipment installation & Maintenance.
Development and Maintenance of Technical Systems:
· Ensure all IT equipment is operational at all times, maintaining PC’s – laptop, desktop, printers, scanners, whiteboard, wireless equipment, IT projection equipment, Input Devices, etc.
· Report damage and defects to the equipment of the School so that appropriate repair and remedial action can be taken.
· Maintain software licences’ ensuring fully licensed software is run at all times and that appropriate software is available to relevant users.
· Manage the functioning and deployment of applications.
· Provide IT support out of normal business hours when requested.
· Maintain an up to date working knowledge of relevant IT issues and equipment undertaking training, etc. as necessary on an on-going basis.
Developing the Expertise of Others in Emerging Technologies
· Provide advice and guidance on the use of IT hardware & software.
· To provide help to both staff and pupils when required. 
· Work alongside the IT Apprentice, if applicable, and assist development when required.
· Assist in providing services within the IT Support Hub.
General Functions:
· To undertake such other duties as may reasonably be required commensurate with the grade of the post at the initial or present place of work or at any of the School’s establishments.
· To undergo any training & development as required.
· To be committed to playing a full part as a member of a team.

Revision of Job Description:

There will be a periodic review to ensure that the principal duties have remained as stated above or that any changes have been made in agreement with the incumbent.

	The duties of the post could vary from time to time as a result of new legislation, changes in technology or policy changes in which case appropriate training may be given to enable the post holder to undertake this new/varied work.



Safeguarding: 
The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risk to the safety or welfare of children in the School s/he must report any concerns to the School’s Designated Person or to the Headmaster
[bookmark: _GoBack]Additional Information:
From September 2020 Wellingborough School will restructure into a Senior School, from Year 7 – 13, with our own Prep School taking pupils up to Year 6.  The reorganisation will take place on the existing site using the same buildings with the same Senior Leadership team, and the ethos and aims of the School will remain the same. This change is primarily so that the School is able to ensure that outcomes for pupils remain as good as they can be, within an educational landscape that has undergone many changes in the past few years.

Applications:
The application form should be returned together with a covering letter in which the applicant should explain what he/she can offer to the post. Applications by e-mail are welcome.  Please send them for the attention of Mrs Karen Harrison, HR Manager, to recruitment@wellingboroughschool.org by 12pm, 31st July 2019. Informal enquires to Mr Col Summers, IT Manager, at cjs@wellingboroughschool.org (or via the School switchboard 01933 222427).

Interviews will take place on 9th August 2019.
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