GENERIC JOB DESCRIPTION

POST TITLE:
Technician (IT) 
POST NO:


GRADE:
Grade 5
CONTRACTUAL 

ARRANGEMENTS:


ACCOUNTABLE TO:


PURPOSE OF THE JOB

To provide technical support assistance to facilitate the use of IT throughout the school
key Accountabilities

1. To assist the IT Manager 
in ensuring that all hardware and software is properly maintained and fit for purpose;
2. To provide front-line technical support to teachers and pupils as required and to provide advice and help to resolve basic problems;
3. To maintain a log of hardware and software problems detected and to arrange for technical support through the appropriate ‘Helpdesk’ where problems cannot be resolved on site;
4. To acquire a working knowledge of the programs used across all year groups in order to provide assistance and set up systems;
5. To maintain an up to date inventory of IT hardware, software and licences and warranties, and to ensure that all software used is in line with licence agreements; 

6. To assist the IT Manager with the purchase and installation of new equipment;
7. To ensure that resources and equipment are in good repair and maintained to current Health & Safety standards;
8. To undertake other duties to support the range of work undertaken within the department and to support IT across the curriculum.
Supporting the school
At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to:
1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.  
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy.
OTHER DUTIES:

The postholder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.









�Or Network Mgr, as relevant
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