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Job Description 
Job Title: 


Media & Film/IT & Music Technician
37hrs  per week for 52 weeks per year. 

Supporting the Head of Film & Media for up to 20 hours per week and the Network Manager for a minimum of 17 hours per week (flexibility required).
Salary Kent Range 6 - £20,997 - £22,918
Reporting to:

Media & Film – Heads of Department
Media & Film Studies Key duties and responsibilities (20 hours a week):
· Work closely with the Media Studies teachers in order to fit in with the departmental production timetable

· Be adaptable in case of particular difficulties – technical or otherwise – that may affect this timetable

· Ensure that the media equipment required for each practical lesson is available and in good working order

· Assist the teachers in demonstrating the care and use of the equipment to the class. This includes introductory lessons on editing (the editing process can be projected onto the classroom screen)

· Liaise with the Head of Media and Film Studies in order to ensure that the Media production and post production equipment is well maintained and that problems are dealt with swiftly

· Work with the students in small groups

· With support of the teacher give the students advice, guidance and feedback on their work. This will include comments on the creative, aesthetic aspects of the work and the students’ use of generic conventions, as well as on the technical elements.

· Have knowledge and understanding of shooting with digital video cameras to best effect and be able to communicate this knowledge and understanding to the students

· Have technical experience with Adobe Creative Cloud

· Consult with ICT Network Manager on technical and infrastructure as and when necessary.
· To assist the department, staff and students, with sanitising the editing stations and any other kit in need of this.  This will be primarily led by the technician, to allow staff to attend lessons and includes ensuring all keyboards, mouse etc. are sanitised and ready for the next group to use.

· To oversee the use of the production equipment, managing how this is distributed to students safely and ensuring that the kit is effectively cleaned upon its return 

· To work with the department to create original footage for induction tasks where needed.

· To team teach alongside other members of the department on software use where possible.

IT & Music Technician Key duties and responsibilities (17 hours a week):
Music Role:
· To provide support to the music department specifically in music technology with software, recording and other technical requirements
· Ensure that the equipment in the music department is working
· Carry out repairs to cables, equipment as and when necessary
· Be able to support, from a technical perspective, in the music technology department
· Repairs to cables and equipment
· Ensure that the computers are working and software is kept up to date
IT Role:
· To provide desktop, operating system and application user support including:

· 1st & 2nd level contact/support for 100+ staff and circa 1500 students (with other technicians) 

· 1st & 2nd level support for 500+ PC’s and Laptops

· Responsible for general user support both hardware and software across the range of the school’s desktop & server applications

· Some examples of specific types of support include: general system/file or desktop user problems (passwords, files, paths, servers and printers)

· Administration and Support of the schools Microsoft Windows AD Network & Servers

· Build & Deployment of system images & software using Microsoft MDT

· End user education & training

· System builds on Windows 10 & MS Office Suite & Office 365 including SharePoint

· To provide user and network support

· Initiation and escalation to Network Manager

· Troubleshooting network issues 

· Apply a logical, systematic and resourceful approach to solve problems

· Accurately document procedures and issues

· To provide specialist support while working closely with other team members

· Support and install and configure departmental specific software including educational based packages.

· Keep inventory of hardware and software up to date

· Train staff in the use of ICT within the school.

· Work closely with the other 2 school IT Technicians to provide an excellent IT service to staff and students

· Liaise with the IT Manager effectively

· Install, configure and support a wide range of Audio Visual Equipment (Networked Projectors, Interactive LCD’s, Portable sound systems etc.)

· Support the schools IP CCTV, IP Tannoy, Access Control, VOIP & Visitor Systems

· Provide support for installing, testing and configuring new software prior to user interaction

Person Specification   
	
	CRITERIA 

	QUALIFICATIONS

	· Experience of qualifications in media and film
· Has working knowledge of Adobe creative Cloud and other software packages used in film and media.

	TRAINING

	· Evidence of Continuing Professional Development in media and film.
· A willingness to be trained on software and hardware solutions in Media and Film.

	EXPERIENCE


	· Minimum of  2 years’ experience working in Media/Film and music role or similar.
· Experience of film and media equipment.
· Experience of Software for film and media & music.
· A good grounding in IT.
· Has used windows based packages.
· Experience of working under own initiative.
· Experience of SIMS would be advantageous.

· A knowledge of Blogging and applicable platforms

	KNOWLEDGE & SKILLS

	· Knowledge of film and media software including Adobe creative cloud

· Knowledge of music technology and software packages associated with that

· Knowledge of SIMS and FMS6 would be an advantage. 

· Ability to use a range of ICT packages. 

· Ability to deliver services and systems applicable for effective ICT management.
· Analytical approach to problem solving.

· Able to plan, schedule and monitor own work within limited timescales.

· Shows initiative in learning new technologies and able to apply logic and good problem solving skills when faced with problems.
· Ability to self-learn when situation does not afford formal pre-training.
· Ability to pass on technical skills to new and inexperienced users.
· Patience with users who may have  limited or few  ICT skills

	PERSONAL QUALITIES

	· Highly developed interpersonal skills.

· Analytic approach when solving problems.

· Ability to work under pressure, prioritise workload and meet deadlines. 

· Flexibility and ability to work as part of a team.

· Able to work with students and staff

· Ability to work, when necessary, outside of contractual hours in order to deliver the requirements of the job

· Commitment to continuing professional development.

· Motivated and focus in all tasks
· Ability to complete tasks to a high standard and on time

· Shows a desire to learn new technologies and to keep up to date with industry practice.
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