Christ Church CEJ School, RAMSGATE
Job Description: ICT Support
	Name:
	IT Technician

	Grade:
	Kent Range 7

	Responsible to:
	Headteacher

	Hours and weeks worked:
	30 hours (8.00am – 2.30pm – including a 30 minute unpaid break) for 39 weeks.


Purpose of the Job:

To support the use of ICT within the school environment through maintenance of ICT software, hardware and related equipment, and providing support to staff and pupils to ensure administration and learning outcomes are maximised. 

Key duties and responsibilities:

1. Be responsible for the installation and maintenance of computer hardware and software.
2. Ensure dedicated ICT areas are ready for use each day and that they are in good working order at the end of each day.
3. Check hardware regularly, repairing simple faults or reporting more complicated faults to a specialist technician / audio-visual service / contractor as appropriate.
4. Support teaching staff / pupils in technical aspects of ICT.
5. Maintain computer files by backing up / archiving and updating/deleting information as appropriate.
6. Maintain and develop network.
7. Support adherence to ICT policies, including those relating to safeguarding and internet usage, Data Protection and Information Management (including data transfer) and report any concerns.
8. Monitor charging of laptops and iPads.

9. Routinely inspect staff laptops.

10. Monitor use of iMacs and supervise as required.

11. Provides basic ICT training.
12. Liaise with ICT support teams such as BC Tech to resolve issues.

13. Identifies and installs hardware and software to develop school systems in line with changing technology.

14. Assists in the resolution of network problems, maintains and repairs hardware and software to enable the smooth running of all school IT systems.

15. To work alongside staff and pupils in order to support learning activities.

16. To ensure the IT equipment in the school is securely stored and recorded in the school’s Asset Register.

Policies and ethos
1. Support the aims and ethos of the school.
2. Actively uphold the school’s policies and procedures.

3. Participate in staff training with commitment to Continuous Professional Development and enthusiastic participation in leadership training activities.

Individuals in this role may also undertake some or all of the following: 

1. Carry out desk-top publishing procedures – video / radio station
2. Provide bespoke ICT training for staff and pupils.
3. Check and maintain stocks of ICT equipment.
Christ Church CEJ School, RAMSGATE
Person Specification: ICT Support 
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	· Level 2 Diploma (or equivalent).

	EXPERIENCE


	· Experience in an IT environment and working with relevant software and Networks.

	SKILLS AND ABILITIES


	· Must be able to communicate verbally with staff at all levels, along with pupils.
· Understanding of the Health and Safety issues relating to IT.

	KNOWLEDGE


	· Knowledge and experience in a range of ICT system and software packages.
· Knowledge of managing a network.
· Full understanding or Data Protection Act 1998, Freedom of Information Act 2000 and Information Governance.




Christ Church Junior School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.

