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FINHAM PARK

MUILTI ACADEMY TRUJST



FINHAM PARK MULTI ACADEMY TRUST
JOB DESCRIPTION 2024
Job Title:


MAT IT Administrator (1st Line Support)
Directorate:

Children, Learning & Young People 
Location:


Finham Park Multi Academy Trust (based at Finham Park School)
Grade:


G3 
Hours:


37 per week all year round
Job Purpose:
Under the guidance of the Head of MAT IT Services, this role involves daily support and server administration of ICT Systems at Finham Park Multi Academy Trust. Working primarily in the curriculum and administration areas of both primary and secondary schools, you will join a dynamic team dedicated to advancing and promoting the latest technologies and software to enhance teaching and learning experiences. Your responsibilities will include providing 1st Line hardware and software support, logging support tickets, asset management, general IT administration, and other IT facility services as part of a collaborative team.
Main Duties and Responsibilities
Desktop and Application Support

· Install network cabling.

· Perform basic switch and routing diagnostics.

· Administer user accounts in Active Directory, Azure/Entra, and Google Education. 

· Understand server roles and client management solutions.

· Assist with the installation and maintenance of active networking components.

· Administer and monitor backup routines.

· Manage computer images and educational software.

· Liaise with the Head of MAT IT Services regarding classroom environment developments and requirements.
Server & Network Support

· Installation of networking cabling.
· Performing basic switch and routing diagnosis.
· Awareness of server roles and client management solutions.
· Assisting with the installation and maintenance of active networking components.
· Administrating backup routines and monitoring appropriately.
· Management of computer images and educational software.
· Liaising with the Head of MAT IT services regarding ongoing developments and requirements within the classroom environment.

Technical ICT Support

· Install new hardware and software.

· Set up equipment such as laptops, projectors, interactive whiteboards, PA systems, and other specialised ICT equipment.

· Support mobile devices on the network.

· Produce user-friendly technical documentation.

· Provide ad-hoc solutions for short-term problems.

· Notify the line manager of persistent faults with PC and network equipment.

· Work independently to identify and resolve problems.

· Ensure effective communication between local schools.

· Address all reported technical issues professionally and competently.

· Administer managed hardware/software solutions.

· Assist with ongoing developments such as the MAT Strategic Plan and rolling programs.
Work and Material Preparation
· Help create a planned and structured approach for hardware/software upgrades and testing before use.

· Assist with online examinations and surveys.

· Maintain records of software licensing information.

· Ensure new stock is security marked and audit records are updated.

· Attend courses and participate in the continued professional development process.

· Recommend potential improvements to working practices and performance to enhance service levels and customer satisfaction.

· Understand the importance of disaster recovery and contingency planning for various school business levels.
General

· Support school events after school hours.

· Perform duties within the job scope and spirit, job title, and grading.

· Attend meetings as required.

· Understand issues and regulations regarding the disposal of IT equipment.

· Create, review, and update all risk assessments relevant to ICT technical work and environments.

· Comply with the School’s Equal Opportunities Policy and data protection guidelines.
Health & Safety 

· Ensure compliance with all relevant health and safety standards in work areas and verify that all equipment/materials are safe for staff and pupils.

· Perform all duties and responsibilities concerning the School’s Health and Safety Policy.
Responsible to: 

Head of MAT IT Services

Contract type: 

Full Time

Date Reviewed: 

January 2024

