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JOB DESCRIPTION FOR

ICT Technician

	Grade:
	Kent Range 5

	Responsible to:
	Line Manager – ICT Coordinator 


Purpose of the Job:

Working across St Martin’s School and Vale View Primary School supporting the use of ICT within the 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 line manager or Head of School. 

4. Support teaching staff and/or 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. Resolve hardware / software technical issues. 

9. Provide basic ICT training.

10. Update and maintain the school’s website.

11. Carry out desk-top publishing procedures.

12. Provide bespoke ICT training for staff and pupils.

13. Check and maintain stocks of ICT equipment and maintain the ICT Assets Register
14. Ensure encryption/security of devices.

15. Adheres to GDPR Legislation.
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PERSON SPECIFICATION 

	
	CRITERIA 

	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.
· G.C.S.E. Grade C or above

	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.




Signed: __________________________  (ICT Technician)    Date: ____________
Signed: _____________________________ 

        
Date: ____________

Head of School on behalf of The Whinless Down Academy Trust


