Job Description
	MOAT COMMUNITY COLLEGE
	Post Number: 
ICT2


	Post Title: Assistant ICT and Network Co-ordinator

	Date:
18/12/09

	Hours:  Full Time.  Annual leave to be taken during school closure periods.

	Responsible to: 

ICT/Network co-ordinator.


	Overall Purpose of this Post: 

To be responsible for the configuration and maintenance of the school’s ICT network.

To support teachers in their use of ICT.



	


	Summary of job tasks: The tasks listed are, generally, only those taking at least 10% of the postholder's time.

	Key Tasks overall purpose will be achieved by:

1.   Assisting teachers in their use of ICT.

2.   Working in partnership with teaching staff to develop ICT in Schemes of work across the key stages. 

3.   Creating ICT resources in collaboration with teaching staff.

4.   Being responsible for the development of the VLE so that it becomes a platform for independent learning.

5.   Providing ICT support to students by:

supporting lessons where ICT is used
Attending/running homework clubs at lunchtimes/before or after school

5.    Liaising with teaching staff and the ICT Network coordinator to understand the learning objectives of each lesson.

6.    Being responsible for the configuration/maintenance of the school’s ICT networks.

7.     Providing technical support for all users, curriculum, administrative and extended schools.


	Is this post subject to exemption from The Rehabilitation of Offenders Act 1974?
No



Person Specification



	Post Title:   Assistant ICT and Network Co-ordinator
	Post Number: ICT2

	Salary Range: £24,646 - £27,052 dependent on experience
	Grade: SO1


Note: This form sets the standard for the person needed for this job on this occasion, and also suggests the questions to be asked at short listing and interview stages. The requirements are job-related and described using appropriate words and marked E (essential) or D (desirable) as appropriate. There will not necessarily be an entry in every box. Contra-indicators, i.e., criteria that will prevent consideration for appointment, if any, will be clearly shown.
	
	Requirements: E = Essential or  D = Desirable
	E/D
	Measurement

Please see below

	Skills, Knowledge & Experience

Previous experience - consider type, absolute minimum period, depth

Do not forget to consider evidence from outside interests and voluntary work

Level and type of e.g., oral, written, or number skills or other job-related skills, such as driving

What creative or original thought is necessary for the job?

Are there any language skills required?


	Experience of working in an educational setting

Experience of administering a Windows Server 2003/2008 network, using Active Directory.

Experience of website maintenance and development.

Experience of using SharePoint/ SharePoint Designer.

Experience of supporting others in the use of ICT with a wide range of skill levels.

Experience of creating user guidance material.

Experience of producing written reports on development proposals/performance metrics.

An interest in and knowledge of current ICT developments and trends.

Experience of troubleshooting ICT technical problems.
Ability to configure network switches and setup IP4 routing

Experience of creating and distributing computer images using Ghost or Windows Distribution Services
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	Equal Opportunity
Minimum requirement

Particular E.O. requirements for this post (e.g., specialist knowledge)


	Must be able to recognise discrimination in its many forms and willing to put the Council's Equality Policies into practice.


	E
	2/4

	Qualifications, Training
Academic

Professional

Job-Related Training

Vocational Training
	NVQ  level 2 or equivalent in English and Maths

MCSE 
	E

D


	5

5

	Attitude & Motivation
In working with other people and serving members of the public, what characteristics are required?  What stress or pressure will this job entail?


	An awareness of customer service standards

A high level of motivation
Ability to work on own initiative
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E
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	Other
Unusual hours

Travel to and from work / Uniform requirements

Housing (if residential post)


	Flexible working hours during term-time
	E
	4


	Total number of essential criteria measurable from application form

=      
Total number of desirable criteria measurable from application form      =     


	Notes:

	Details of desirable requirements that are weighted (i.e. those that will be given more importance than other desirable requirements) are given here.  Experience of working in an educational setting.



	Other:

	Author Reference: smc/tda/gkd
	Date:
18/12/09
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