Katharine Lady Berkeley’s School

Job title:	IT Technician

Full time:	37 hours per week:   8:00am to 4:00pm  Monday to Thursday 
		8:00am to 3:30pm on Friday

Salary:		NJC Scale 4, Point 7 (£19,554) to Point 11 (£21,166) 

Purpose of job:
To provide technical support across the school on a daily basis to users of data equipment, software and other related technical equipment.  Responsible to the Network Manager.  Working as part of team of two but much work will be undertaken independently

Outline Job Description
· Delivery, set-up, and safe installation of hardware/equipment (including laptops, projectors, interactive whiteboards, printing devices, audio/visual systems and other specialist equipment)
· Support the day-to-day operation of IT services and other infrastructure across the school, including e-mail accounts, remote access, Active Directory, and servers
· Provide technical support and advice as required across the school
· Configure and test IT equipment and networks, including hardware, peripherals, and software and ensure efficient performance and appropriate settings
· Resolve network infrastructure, software and hardware faults, and perform a range of maintenance repairs and upgrades
· To ensure the smooth running of the network and ICT function in the absence of the Network Manager
· Operate system recovery processes to minimise the risk and impact of threats to the effective operation of the school’s IT systems (including co-ordination of the appropriate back up regimes, virus and intrusion protection)
· Receive and check deliveries of IT hardware/software
· Maintain an up-to-date inventory of IT hardware/software and licences in the school
· Undertake available training opportunities and demonstrate a commitment to continuous professional development
· Establish effective working relationships with teaching and associate staff and liaise effectively with members of the school community
· Demonstrate a willingness to work flexibly, sometimes outside of normal core hours, in response to service demands as agreed with the Network Manager or Finance and Business Director
· Perform such other tasks as may reasonably be required by the Network Manager or Headteacher
This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.

Person specification: IT Technician
	Criteria
	Essential
	Desirable

	Education and training
	English and Maths GCSE or equivalent
	

	Experience
	Previous experience as a dedicated ICT technician
	

	Skills/competencies





	Possess and demonstrate knowledge, skill and understanding in technologies including:

Windows 10

	Microsoft Office application software

Windows Server 2012R2/2016

Active Directory  and Group Policy

Networking technologies, inc TCP/IP, VLAN etc

The maintenance and configuration of computer hardware and associated peripherals 

Able to independently recommend, configure and resolve faults for appropriate computer hardware, network operating systems, software, printers and other peripheral equipment 

	Server virtualization (VMWare, Hyper-V)

Remote access technologies

Office 365

Capita School Information 

Management System (SIMS)

SCCM


	Knowledge




	Windows desktop and server operating systems

Microsoft Office application software

An awareness of new developments within hardware, software, systems and technologies

Have the technical skills to install and maintain computer hardware and software around the school

Have the flexibility to gain an understanding of the demands of the range of software used around the school currently and into the future
	Relevant legislation and regulations

The security 
demands of a large secondary school

Wired and wireless network topology, hardware and associated configuration and maintenance


	Personal qualities




	A commitment to high educational, professional and personal standards

The ability to communicate effectively to all members of the school community

Absolute honesty, integrity and a clear understanding of the importance of maintaining confidentiality

A flexible approach to work; be able to work efficiently on their own initiative 

Commitment to Equal Opportunities

Follow the School’s Health and Safety policy to ensure the H&S of self and others

	



[bookmark: _GoBack]The Academy is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  Employment will be dependent on a successful Enhanced Criminal Records Bureau Check, identity and qualifications checks and the receipt of two satisfactory references.



