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	Job title
	Assistant ICT technician

	Reports to
	ICT supervisor

	Direct reports
	



Job purpose
Provide technical support and ensure the smooth running of the IT systems and networks on site.
Duties and responsibilities
Work with the school to:
· Organise all ICT resources to meet the company’s requirements.
· Troubleshoot systems and technical problems and provide support and solutions.
· Diagnose and resolve software and hardware issues across a range of software and operating systems.
· [bookmark: _GoBack]Monitor the schools firewall and security system, SmoothWall, ensuring that inappropriate material is correctly filtered to keep students safe.
· Refer any security issues, firewall and filter breaches to the Safeguarding team and other appropriate staff.
· Maintain virus protection on all school owned computers and servers
· Administer user accounts for students
· Carry out initial technology and computer repairs.
· Set up students devices and register them to the Buckswood Network
· Set up and move IT and AV equipment as required.
· Change and replenish toner and ink cartridges.
· Provide timely support for all student and staff computer users.
· Update user information on all systems.
· Ensure that all users adhere to the Acceptable Usage Policy standards.
· Plan and undertake maintenance updates.
· Liaise with contractors for maintenance of ISP, telephone systems, CCTV systems, firewall, MIS.
Added Specific responsibilities 
N/A

Working conditions
N/A

Physical requirements
Ability to life and move ICT equipment around site and between sites safely following manual handling procedures

Safeguarding and Child Protection

The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact, will be to adhere to and ensure compliance with the School’s Safeguarding (Child Protection) Policy 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 risks to the safety or welfare of the children in the School they must report any concerns to the School’s Designated Safeguarding Lead or to the Headmaster.

Other duties and requirements

Please note this job description outlines the main duties and responsibilities of the position and is defined for the benefit of both the post holder and Buckswood School in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associate with and covered by the post.
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This  job description should be reviewed annually and updated as often as necessary.
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