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Job Description & Person Specification


Job Description


	Purpose of the Post:
	· Provide support and training to staff across Cornwall Education Learning Trust.
· Rollout of new devices and systems on school sites (Network/WiFi/InTune/AD)
· Support SharePoint/OneDrive/O365
· To provide end-user support on Windows PCs, Apple Macs, iPads, Android Tablets, display and projection equipment, printers and PBX / IP phones.
· Ensuring data protection utilising Barracuda Backups,etc
· Patching and updating of key systems

	Reporting to:
	Information Services Manager

	Responsible for:
	N/A

	Key Contacts:
	All Staff (including Trust Executives, Core Staff, Headteachers and school-based teaching and support staff) across the Trust.  External partners and suppliers.

	Location:
	Based at Central Offices but there may be a requirement to travel to undertake work at or for other academies/sites within Cornwall Education Learning Trust.

	Salary Grade:
	Grade H

	Hours:
	37 hours per week 52.14 weeks
A flexible approach to working hours is required.




Principal Responsibilities:

· To take the lead role in the installation and maintenance of server and infrastructure platforms across our sites.

· To provide first class customer service to staff and students in a complex and occasionally high-pressure environment.


· To keep up with current trends and technologies
· Contribute to cross trust collaboration projects

· To ensure that the IT Helpdesk is utilised fully and all incoming and outgoing support tasks are logged in a way in which a high level of update is available to the end-user and appropriate level of technical detail is stored to explain how an issue was resolved (to aid in the creation of an archive and/or knowledgebase).



General Responsibilities applicable to all staff:

· To demonstrate and promote the values of Cornwall Education Learning Trust at all times.

· [bookmark: _Hlk54183036]To work effectively with other members of staff to meet the needs of all pupils.

· To work with professionalism in line with the Trust's Code of Conduct.

· To attend staff meetings and Trust-based INSET as required.

· To be responsible for his/her own self-development on a continuous basis, undertaking any training/professional development as appropriate.

· To be aware of and adhere to all applicable Trust policies and procedures. 

· To maintain at all times the utmost confidentiality with regard to all reports, records, personal data relating to staff and pupils and other information of a sensitive or confidential nature acquired in the course of undertaking duties for the Trust, with due regard to General Data Protection Regulations.



Note:
· This Job Description is illustrative of the general nature and level of responsibility of the work to be undertaken commensurate with the grade.  It is not a comprehensive list of all the responsibilities, duties and tasks relating to the post.
· The postholder may be required to undertake such work as may be determined by the Headteacher/line manager from time to time, up to or at a level consistent with the main responsibilities of the job.
· This Job Description may be amended at any time in consultation with the postholder.



SPECIAL CONDITIONS OF EMPLOYMENT
Cornwall Education Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  The postholder is required to follow all of the Trust’s policies and procedures in relation to safeguarding at all times, and to adhere to the statutory guidance ‘Keeping Children Safe in Education’.  The postholder must take appropriate action in the event that they have concerns, or are made aware of the concerns of others, regarding the safety or wellbeing of children or young people.

All offers of employment are conditional and subject to an Enhanced DBS check and, where applicable, a prohibition from teaching check will be completed for all applicants.




Person Specification
	Selection Criteria
	Essential
	Desirable
	How Assessed

	Education and
Training
	
· Attainment of English and Maths qualifications equivalent to Level 2 (i.e. NVQ level 2 or GCSE).


	
· Microsoft/Apple/CCNA Certification 

	Application Form  

	Skills and Experience 



	
· Experience of supporting end-user devices running Windows 10

· Experience of using Active Directory Users & Computers and a good understanding of Group Policy Management.
	
· Experience of administering Office 365 and its platforms – in particular SharePoint, OneDrive and Teams.

· Experience in using Intune and other Azure services.

· Experience of Apple School Manager
	Application Form / Interview

	Specialist Knowledge
	
· Clear communication skills.

· Excellent IT skills.

· Excellent people management skills.

· Well organised.
· Demonstrates an awareness, understanding and commitment to the protection and safeguarding of children and young people.
· Demonstrates an awareness, understanding and commitment to equality and inclusion.
	
· Firewall/Filtering/WiFi
Smoothwall/Aruba Central, etc.
	

	Values Related Qualities 
	· Collaborate – ability to work effectively as a team
· Empower – ability to take initiative and problem solve in order to improve performance
· Leadership – To lead by example and achieve shared goals
· Transformation – ability to recognise a need for change and adapt accordingly
	
	Application Form / Interview


CORNWALL EDUCATION LEARNING TRUST
Units 15 & 16 St Austell Business Park, Treverbyn Road, Carclaze, St Austell, Cornwall, PL25 4FD

image1.jpeg




image2.png
& - Comwall Education Leaming Tn X +

€ > C & celtrustorg





image3.jpeg




image4.png
& - Comwall Education Leaming Tn X +

€ > C & celtrustorg





image5.png
LEARNING TOGETHER
CORNWALL EDUCATION LEARNING TRUST




image6.png
Collaborate Lead Transform
|
|
L E





image7.png
Collaborate Lead Transform
|
|
L E





