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JOB DESCRIPTION – ICT TECHNICIAN 

 

RESPONSIBLE TO:   SUBJECT LEADER FOR COMPUTER SCIENCE & ICT SYSTEMS MANA GER 

 

JOB PURPOSE 

To ensure the smooth running of the school’s computer system and supporting its users. 

It is expected that the post holder will be willing on occasions to be flexible, working longer hours 

when necessary (with time off in lieu). In addition, he/she should be available for major school 

events such as Open Evening, External Exam Periods and Summer School. 

The ICT Technician will be responsible to, and work closely with, the Subject Leader for Computer 

Science. 

MAIN REQUIREMENTS OF THE POST 

 

ICT TECHNICAL TASKS 

• Manage operating system updates and ensure these are regularly reviewed and applied 

• Clone computers and add to the domain 

• Manage our anti-virus provision and ensure we have the necessary updates 

• Install new equipment such as printers/computers/laptops/projectors etc 

• Install new components such as projector lamps/filters/hard drives etc 

• Install software onto the network by writing scripts editing MSIs etc 

• Perform driver and firmware updates to all the school’s equipment 

• To advise the Subject Leader for Computer Science on necessary hardware updates 

• Content updates to the school’s website as well as some website development work 

• Create user accounts for all users and ensure licensing is correct for Office 365 

• To ensure that all our servers are backed-up daily onto our backup media and that the media is 
suitably maintained and logged to prove that both backups and restores are working 

ICT USER SUPPORT TASKS 

• Support users with desktop applications such as Word, Excel etc 

• Support users connecting to our wireless network  

• Support the printing of certificates within the school 

• Setting up Zoom/Teams/etc meetings for relevant staff 

• Setting up for assemblies 

• Ensure that devices are setup for exams and in line with the examination requirements 
 



Queen Elizabeth’s Grammar, Alford 

A Selective Academy 
 
 

 
Last reviewed March 2022 
To be review September 2022 by Subject Leader for Computer Science & ICT Systems Manager 
 

ICT MAINTENANCE TASKS  

• To regularly clean and maintain equipment 

• To fix common computer/printer issues such as replacement toners, paper jams, changing 
keyboards/mice etc 

• To manage the school’s stock of printer consumables and make orders when necessary 

• Arrange pickup and collection of equipment/consumables for recycling 

• To Portable Appliance Test (PAT) equipment/visual inspection on all computer equipment 
annually 

ICT ADMINISTRATION TASKS  

• To maintain effective documentation 

• To maintain an up-to-date asset register of equipment in consultation with Subject Leader for 
ICT 

• Raise purchase orders for the department  

• To liaise and maintain records for parents/students/staff who need to borrow equipment 

• Supervise pupils (IT Room) at school break and lunchtimes assisting them with their work. 

• Video conversions/camera management 

• Produce parental resend letters/deal with parental login issues 

 

The post holder may be asked to do other duties within the general scope of the job. Any duties and 

responsibilities outside the general scope of the post will only be with the agreement of the post 

holder. 

The above job description is subject to review and the post holder will be expected to participate in 

the Performance Management system and have annual reviews with the Subject Leader for 

Computer Science.    

 

 


