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JOB DESCRIPTION

	
Job Title
	IT/AV Engineer – IT Support

	
Department
	City of London School for Girls

	
Grade
	C

	
Location
	City of London School for Girls

	
Responsible to
	IT Manager

	
Responsible for
	IT Support




Purpose of Post

To provide first line technical support for staff and pupils covering hardware and software use within the School.

To support and enhance Teaching & Learning through the use of mobile technology, digital signage and audio visual content and contribute to the development of their use in an educational setting. 

To provide 1:1 and group assistance for staff and pupils on the use of related hardware and software as required.

To provide additional video and audio expertise to the recoding of school events.  



Main Duties & Responsibilities


To provide rapid hands-on help to staff and/ or pupils solving problems with hardware, software and peripherals in support of teaching and learning.

1. To provide 1st line technical and audio visual support for computers, mobile/tablet devices, projectors, Digital Touchscreens, interactive whiteboards, speakers, amplifiers and software by finding and implementing first class solutions and regularly checking and testing hardware and software. 

2. To install, configure and deploy mobile device software in line with Departmental procedures.

3. To provide one to one or group guidance and assistance to teaching staff or pupils on the use and deployment of hardware and software in support of teaching and learning. 

4. To provide support to teaching staff for mobile devices, providing hands on training and guidance as necessary.

5. To prepare, install, configure, commission and proactively maintain IT mobile devices and Audio-Visual Equipment.

6. To monitor / administer the MDM (Maas360) so they are used efficiently and effectively by staff and pupils. 

7. To install, deploy and maintain the school Digital Signage System.

8. To keep abreast of mobile and audio visual technologies in order to contribute to the development of their use in an educational setting.

9. To procure audio visual systems in conjunction with IT Manager and Director of IT.

10. To assist with the recording of school events, providing video and audio expertise as appropriate.

11. To proactively produce and maintain templates to enable staff and pupils to create their own publications under your guidance.

12. To maintain an accurate log of all jobs and escalate support issues as appropriate in line with departmental procedures

13. To monitor and administer the delivery of IT mobile devices in line with Departmental procedures

14. To ensure that incoming deliveries of all IT equipment are validated against documentation, stored securely and entered into the asset register, reporting any discrepancies to the IT Systems Manager.

15. To assist in monitoring the use of mobile devices systems across the School and advise the IT Systems Manager of any infringements of the School’s Policies and any misuse of equipment.

16. To effectively prioritise workloads and responsibilities and to provide regular updates on current demands to senior managers in order to maintain service levels.









17. To dispose of hardware as per Departmental procedures; assisting the IT Systems Manager in the planning, implementation, replacement and life cycle of hardware, maintenance contracts, external support services, software agreements and hosted services.

18. To jointly administer, with the IT Support Technicians, the equipment loan system for Laptops and Mobile Devices.

19. Actively seek to implement the City of London’s Occupational Health and Safety Policy in relation to the duties of the post, and at all times give due regard to the health and safety of both themselves and others when carrying out their duties.

20. Actively seek to implement the City of London’s Equal Opportunity Policy and the objective to promote equality of opportunity in relation to the duties of the post.

21. To undertake any other duties that may reasonably be requested appropriate to the grade
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