NEWSTEAD WOOD SCHOOL FOR GIRLS
Name :  

Grade : Scale 2 11-13, £16,482 - £17,196
Title : IT/AV Technician



Reports to : Network Manager

MAIN PURPOSE OF THE JOB

· To maintain PCs, ICT and Audio Visual equipment in the school

· To problem-solve aspects of the network as required

· To support developments and improvements to the network.
Summary of tasks

· To set up, configure and maintain PCs, Laptops and other ICT equipment, in ICT suites, the offices and throughout the school; 

· Provide user support for multiple software packages including Microsoft Windows OS and Microsoft Office and school administration software e.g. SIMS and FMS.
· Maintain the working level of consumables – toner, print cartridges, spare parts and buffer stock etc;
· Carry out daily routine checks of PCs in the ICT suites before first lesson. Report any concerns to the Network Manager;
· Log any errors/problems with ICT equipment and agree a priority list for their resolution; troubleshoot and repair ICT equipment as directed by the Network Manager; log and track progress of jobs accurately and effectively and inform the relevant member of staff of progress.
· Assist in the installation of software and hardware, including cabling and switching, as directed by the Network Manager;
· Test components and spares and assist in the maintenance of an inventory of both spares and equipment;
· Be up to date with and inform the Network Manager of any breaches of good practice with regards Data Protection, Health and Safety and Child Protection legislation.
· Provide IT and AV support to school assemblies and formal presentations (daytime and evening).
· Undertake further professional training in consultation with the Network Manager.
· Work logically and independently, to maintain clear maintenance records and accurate documentation of network issues, and deputise for the Network Manager if required.

· Liaise with and staff, pupils and external agencies calmly and professionally seeking help from the line manager when necessary.

· Be able to carry and relocate heavy IT equipment when required and spend much of the time on his/her feet.

This job description may be reviewed and amended at any time after consultation with you.

Signed …………………………………………………………      Date …………………………..

