[image: image1.jpg]iy

Aspire

FEDERATION






Technical Officer

Job Description

	Job Description:


	Technical Officer

	Responsible to: 


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

	Line Manager:


	Strategic Technical Development Manager

	Grade: 

Hours:


	G4 

37 hours  Full Year

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



	Job Purpose: 
	To provide technical assistance to teachers, other school staff, other technicians and pupils in meeting the practical needs of the curriculum




Please note this Job Description is provisional and is subject to job evaluation.

	Introduction



	The Aspire Federation is a partnership between two special schools, Oakfield and Landgate.  Our ethos of ‘Aiming high, reaching all’ captures our drive and commitment to providing the highest quality provision for all.




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.

	Main Areas of Responsibility:

	· To provide support and assistance for teachers, pupils and other staff members on the basic use and setting up of equipment and/or software.

· To devise and produce basic worksheets for agreed activities as directed and under the guidance of the teacher support individuals or groups of pupils during practical aspects of the course, giving feedback on progress to the teacher as requested

· To undertake maintenance of ICT equipment.

· To prepare and set up materials, equipment and tools required for demonstration and practical work lessons also ensuring the correct and safe storage.
· To order equipment, material and consumables as requested for planned lessons and in line with financial procedures
· To undertake stock checks updating and maintaining appropriate records and notifying the line manager of any discrepancies.

· To be responsible for setting up audio/visual equipment ICT equipment and data logging devices for use in lessons.

· To ensure the health and safety of pupils at all times.

· To assist with the production of material and equipment as required to include photocopying, printing, downloading of relevant material, work and help sheets.
· To construct or modify equipment and materials for demonstration and practical work lessons.

· To ensure the safe disposal of obsolete equipment, used consumables and waste materials in line with recognised procedures and legal requirements.

· To maintain and update manual and computer records providing management reports as requested.
ICT Specific

· Install new software, hardware, peripherals, upgrades and components.

· Under instruction run network monitoring reports and utilities, informing manager of any issues.

· To assist in maintaining user accounts and permissions.

· To maintain standard network cabling.

· Respond, record and perform diagnostic and recover routines on network equipment, reporting any issues.

· Follow instructions to configure network clients including allocating required software and connecting to the correct server.

· To assist with the implementation and maintenance of electronic mail accounts.

· To assist in the maintenance of an up to date inventory of ICT software and licences in school.

· To support the school in the use of MIS systems and data transfer.

Other Specific Duties

Supervision of other Technicians

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)

Experience

	
	Essential
	Desirable
	Source

A 
= Application

I 
= Interview

R 
= References

T 
= Task/Observation

P 
= Presentation

	Basic experience of working in ICT or general technician/resource support 
	E
	
	A, I, 

	Previous experience of working in a school environment
	
	D
	A, I

	Previous experience of working with children of a relevant age
	
	D
	A, I


Training and Qualifications

	
	Essential
	Desirable
	Source

	NVQ Level 2 in ICT/technical discipline or willingness to work towards within an agreed timescale
	E
	
	A, I

	Basic Health & Safety Certificate or willingness to work toward within an agreed timescale
	E
	
	A, I

	Willingness to undertake basic first aid
	
	D
	I


Knowledge and Understanding
Applicants should be able to demonstrate knowledge and understanding of the following areas relevant to the post.

	
	Essential
	Desirable
	Source

	Understanding of responsibilities of a school technician 
	E
	
	A, I

	Knowledge of computer/ICT systems
	E
	
	A, I

	Understanding of the national/foundation stage curriculum and other basic learning programmes.
	
	D
	A, I

	Ability to use initiative to respond to and resolve routine problems 
	E
	
	A, I

	Understanding of relevant policies, codes of practice and awareness of relevant legislation
	
	D
	A, I

	Understanding of COSH requirements
	
	D
	

	Knowledge of Health and Safety requirements
	E
	
	A, I


Personal Skills, Abilities and Competencies

Applicants should be able to provide evidence that they have the necessary skills and abilities required.

	
	Essential
	Desirable
	Source

	Good presentation skills 
	E
	
	A, I

	Good communication skills in order to relate well to pupils and adults.
	E
	
	A, I

	Ability to work under supervision and as a team member
	E
	
	A, I

	Ability to work in accordance with the schools health and safety policies
	E
	
	A, I

	Ability to recognise own learning needs and seek further opportunities
	E
	
	A, I

	Ability to deal with minor injuries
	
	D
	A, I


E.
Legal Issues 

	
	Essential
	Desirable
	Source

	Legally entitled to work in the UK
	E
	
	A, I
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