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Job Description

	Job Description:


	 Apprentice Technical Officer 

	Responsible to: 


	Senior Technical Officer/Strategic Technical Development Manager/Executive Business Manager

	Line Manager:


	Strategic Technical Development Manager

	Grade: 

Hours:


	Apprentice

37 hours  Full Year

	Conditions of Employment:
	The appointment is subject to references, enhanced DBS and medical clearance



	Job Purpose: 
	To operate as part of the Technical team which has a corporate responsibility and general duty to share and support the well-being and development of the whole school in relation to the technical arrangements at Oakfield

Providing general support to staff and pupils, including preparation, routine maintenance of resources/equipment and maintenance of security database of all ICT equipment.

Assist in the development of curriculum resources, web site.



The Governors and the Executive Headteacher of The Aspire Federation have made every effort to be accurate in this job description, but all applicants must accept the need for, and likelihood of changes in their job role and responsibilities.  The Governors and Executive Headteacher will make every attempt to make changes in the spirit of the Job Description where this can be achieved without detriment to the best interests of the learners on roll and the efficient management of the school.

	Introduction



	‘ Learning Today for our Tomorrow’

The Aspire Federation

The Aspire Federation is a partnership of two special schools, Landgate School & College and Oakfield High School & College.  Our federation ethos “Aiming High, Reaching All” emphasises our commitment to ensuring that learners have every opportunity to develop their personal and social skills to the maximum.   

Landgate School

Landgate  School / College is an expanding specialist provision for children with autism, some with challenging behaviour, ages 4-19 years and provides for up to 103 learners.  The school has a borough – wide catchment area.  Some learners may also have medical conditions that affect their ability to learn.
Oakfield High School & College

Oakfield High School / College provides for up to 236 mixed secondary aged learners from 11 – 19 years with complex learning difficulties.   The learners have a range of difficulties including severe and moderate learning difficulties with associated behavioural problems.   Some learners may also have medical conditions and / or physical disabilities that adversely affect their ability to learn. 

It is an essential requirement that all post holders at The Aspire Federation are committed to working co-operatively and collaboratively in order to create an ethos in which all learners, commensurate with their needs and abilities:

· develop a healthy lifestyle, and develop a positive self-image

· feel safe at the School,

· enjoy their education, and achieve the highest standards 

· are able to be positively involved in the wider community, and recognise their rights and responsibilities 

· are equipped with the skills, knowledge and understanding to enter the world of work. 

Please be advised that although initially based at a specific site the post holder may be required to work across both the Federated Sites.



	Main Areas of Responsibility:

	ICT Specific

· Manage the booking, storage and maintenance of all ICT equipment

Editing / creation of ICT resources for curriculum usage

· Install new software and peripherals as required

· Maintain adequate stock levels and database of consumables

· Help teaching and support staff with advice regarding software and hardware as required

· Timely and accurate preparation and use of specialist equipment / resources / materials as required by the Systems Manager

· Maintain accurate records as requested 

· Assist in the development the media capabilities of the school through the use of innovative technologies

· Assist in the development the school’s Virtual Learning Network, and assist departments in the creation of interactive resources
·  Assist with maintenance and repairs reporting faults/breakages to the line manager
· Assist staff and pupils in the use of web and media technologies, through training and classroom assistance
·  Assist with setting up audio/visual/ICT equipment, other specialist ICT and data logging devices ensuring that systems are in proper working order and ready for lesson use
· Assist in the design and publication of school marketing materials
· Under the direction of the teacher / senior technical staff to ensure the safe disposal of obsolete equipment, used consumables and waste materials in line with recognised procedures and legal requirements
· Develop and maintain the school web site and Intranet, using recognised web standards

· Performing back up routines following Oakfield’s policy’s
· Record and perform basic diagnostic and recover routines on network equipment, reporting any issues to relevant person.
· Installation of straightforward software applications.
· Under instruction run basic network monitoring reports and utilities, informing manager of any issues.

· To assist if required with the implementation and maintenance of electronic mail accounts.
Support for the school
· Under the direction of the teacher to provide general support in the classroom to pupils and other staff members on the basic use and setting up of equipment and/or software.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend relevant meetings as required

· Participate in training and other learning activities as required
· Assist, support and ensure the health and safety of pupils at all times.

Other Specific Duties

· To carry out the duties in the most effective, efficient and economic manner         available.

· To continue personal development in the relevant area.

· To participate in the staff review and development appraisal process.

· Health and Safety Training 

To undertake Health and Safety Training on areas within your remit.



Signed: ____________________________________  Date: ___________________

Appointment Criteria / Person Specification (Application / Interview / Reference / Certificate)

	Personal Attributes Required


	Essential (E)

Or

Desirable (D)
	Method of Assessment

	Qualifications/Training

GCSE or equivalent in English, Maths and ICT – Grades A - C

	E

	A/I

	Experience

Some experience of working in an IT Environment

Some experience of using Microsoft packages
	D
D
	A/I

A/I



	Skills/Knowledge/aptitudes

Must enjoy seeing jobs through to completion

Must be able to work on own initiative, and to specific deadlines

Excellent communication skills

Positive attitude

Patience and determination

Flexibility

Ability to offer a firm but friendly approach and be self-confident in dealing with other members of staff, students and visitors
Knowledge of Health and Safety requirements
Good presentation skills 
Good communication skills in order to relate well to pupils and adults.
Ability to work under supervision and as a team member
Ability to work in accordance with the schools health and safety policies
Ability to recognise own learning needs and seek further opportunities
Ability to deal with minor injuries
	E

E
E

E

E

E

D

D

E

E

E

E

E

D
	A/I

A/I
A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I

A/I




	Legal Issues

Legally entitled to work in the UK
	E


	A/I
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