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Central England Academy Trust
Oak Wood Primary & Secondary Schools


	Job Description

	Post Title
	ICT Technician 

	Salary
	£13,547 - £14,069

	Hours
	22.5 hours per week, TTO + 1 week (39 weeks)

	Responsible to :
	Office Manager / member of Senior Leadership Team




BROAD DESCRIPTION:
A member of the school’s technical support team in assisting in delivery of the national curriculum and in meeting health and safety standards. Works under the supervision and guidance of the Office Manager / member of Senior Leadership Team. Provides basic instruction/training to users within school on computer software.

Responsibility for others: The post has some impact on the well-being of individuals or groups (i.e. physical, mental, social, health and safety).

Responsibility for staff: The post has limited (or no) direct responsibility for supervising other staff though may be expected to demonstrate tasks or advise/guide new employees, work experience or trainees. 

Responsibility for budget: The post no direct responsibility for financial resources.

Responsibility for physical resources: The post has some direct responsibility for physical resources, involving the careful, accurate, confidential and secure handling and processing of information and/or day to day maintenance of equipment and/or ordering/stock control of a limited range of supplies and/or use of expensive equipment. 


TYPICAL TASKS

· Provide support in setting up IT equipment & resources for school use, e.g. assemblies, INSET and whole-school events
· Maintenance or simple repair of IT equipment/apparatus where within the competence of the postholder or liaise with suppliers or companies for repairs.
· Install pcs / hardware.
· Support the maintenance of the school's IT network infrastructure.
· Install software, evaluate new and existing software.
· Provide basic training in /instruction on software.
· Provide ‘on-call’ system to resolve curriculum-based faults/problems where possible.
· Maintain and update asset register / stock records for ICT equipment.
· Issue ICT equipment.
· Issue and record digital cameras.
· Promote the use of ICT within the school.
· Assist with IT participation in the classroom and wider school.
· Assist with IT design/DTP as required, e.g. for school events, publicity, displays.
· Contribute to the design, development and maintenance of specialist IT resources (e.g. school website or other IT based school resource ). 
· Research, test and trial IT developments which further support and enhance the application of ICT across the school.

Note: These are broad descriptions of the types of duties/activities expected at this level, for illustrative purposes. They are not intended to provide an exhaustive list of duties.
	

PERSON SPECIFICATION – IT TECHNICIAN
	

	

	
	ESSENTIAL
	DESIRABLE

	A minimum of GCSE A-C (or equivalent) in numeracy and literacy and ICT.
	

	A detailed knowledge of IT, its uses and installation
	

	Able to provide instruction to users
	

	
	Previous relevant experience

	Attendance at relevant in-service training
	

	
	Be aware of and understand relevant regulations, e.g. H&S at Work

	Able to carry out procedures, routines and follow instructions
	

	Have good organisational skills
	

	Able to maintain records
	

	Can take initiative
	

	Able to interpret information, make judgements and solve problems within own sphere of expertise but has access to manager/supervisor on unusual or difficult problems.
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