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St Ambrose College
Job Description
ICT Technician

Pay and Conditions:

Salary: NJC  18  

Hours: 37 hours per week.      

Holidays:  20 working days, rising to 25 working days after five years service, per annum to be taken during school holiday periods.  
Voluntary membership of a local government pension scheme. 
Reports to: 


Information Systems Manager  and  is accountable to the Head Master

Key Roles:

1. To assist in the maintenance of the school’s ICT networks.

2. To assist in the installation of new and existing software across the network.

3. To provide technical support for all users, curriculum and administrative.

4. To assist in the development and maintenance of the school’s web site, VLE and Intranet.
5. Other tasks as defined by Head Master.
Key Tasks:

To assist in the maintenance of the school’s ICT networks

· To provide support for the school servers and associated routines, including responsibility for administering backups during holiday periods;

· To provide hardware and software support for workstation PCs;

· To monitor the security and efficiency of the school’s networks;

· To maintain all peripherals within the school;

· To be responsible for ordering and maintaining stocks of all consumables, and placing other orders as requested.

To assist in the installation of new and existing software across the network

· To install new and existing software on existing computers;

· To perform complete installations on new computers;

· To install, configure and maintain anti-virus software across the network.
To provide technical support for all users, curriculum and admin.

· To provide general desktop support for end users for hardware and software on the network.

· To administer e‑mail and user groups and accounts within the school;

· To configure and maintain all software applications for consistent use;

· To provide support to users in the use of the school’s Management Information System.

To assist in the development and maintenance of the school’s web site and Intranet.

· To assist in designing and uploading pages for the web site and Intranet.
· To assist in removing out of date material from the web site and Intranet.
· Supporting staff, who wish to contribute material to the web site and Intranet.
PERSONAL SPECIFICATION

Technical Skill Requirements:

· Strong knowledge of networking, ICT hardware and software and the integration of the two;

· Working knowledge of common user applications: Microsoft office applications; 

· Problem‑solving skills.
· Organisational skills in relation to systems, users and equipment.
· Support of miniBooks
· Experience of Windows Server based networks.
· Development of Moodle VLE

Personal Skill Requirements

· Willingness to uphold the ethos of the school and forward the mission of Blessed Edmund Rice.

· Willingness to learn new skills;

· Willingness and adaptability in tackling the variety of tasks arising in a school environment;

· The ability to use your initiative, and to work as part of a team;

· The ability to be accurate and methodical;

· Comfortable working with children and adults.
The job description may alter from time to time as systems develop and College needs change.
