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	Job title
	Grade
	School
	Location

	ICT Technician
	2C
	Springwood Primary School 
	Springwood Primary School  Barton Road  Swinton or Craig Hall Site  Preston Avenue  Irlam  Manchester


Note to applicants

Whilst all criterions below are important, those under the Essential heading are the key requirements. You should pay particular attention to these areas and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.
















        

           (*See grid overleaf)

	Essential criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Has a NVQ level 4 in an ICT related qualification
	A/C/

	2. 
	Has 5 GCSEs including English, Maths and ICT related subject   
	A/C

	3. 
	Two year proven experience of working with ICT software programs 
	A/I/E/P

	4. 
	Two year proven experience of working with ICT hardware
	A/I/E

	5. 
	Efficient, well organised approach
	A/I/E

	6. 
	Team player.
	A/I

	7. 
	Ability to communicate effectively with staff, parents and children and other agencies
	A/I/P

	8. 
	Displays commitment to the protection and safeguarding of children and young people.
	A/I

	9. 
	A commitment to support inset training events
	A/I

	10. 
	Understand the need for confidentiality due to the access to sensitive data required of the role
	A/I


	Desirable criteria
	Necessary requirements – skills, knowledge, experience etc.
	* M.O.A.

	1. 
	Experience in working within an Educational setting
	A/I

	2. 
	Experience in the use of ICT to support teaching and learning.
	A/I

	3. 
	Ability to work within and contribute to the staff team.
	A/I

	4. 
	Working experience of GDPR 
	A/I


	Completed by
	Date
	Approved by
	Date

	
	
	
	


Method of assessment (* M.O.A.)

A = Application form,    C = Certificate,    E = Exercise,    I = Interview,    P = Presentation,    T = Test,    AC = Assessment centre
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	School:
	Springwood Primary School 


This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Job details
	

	Job title:
	ICT Technician (Network, Software and Communication)

	Grade:
	2C


	Location of work:
	Swinton and Craig Hall school sites 

	Directly responsible to:
	School Business Manager 

	Directly responsible for:
	The role will include taking responsibility for helping with the schools ICT systems, updating the schools social media profile, assisting with day to day technical issues.

	Hours of duty:
	Monday- Friday 

8.30am – 4.00pm (apart from Wed: 8:30 am- 5:00pm)


	Primary purpose of the job:
	ICT

	Post ref no:
	


	Main duties and responsibilities/accountabilities

	Your main duties will include:-
Strategic Planning

· Proactively anticipate the needs of the school and make recommendations for future purchases to ensure continuous operation of the networks. 
· To support the school in keeping up to date with new software and hardware technology that is useful within an educational environment.
Resource Management

· To support the SBM in placing orders on behalf of the school in accordance with the school’s Financial Regulations to achieve best value. 
· To support the school in ordering, stocking and replenishing ICT consumables together with promoting acceptable and cost-effective use.
· To ensure the school works within relevant legislation such as the Data Protection Act, Computer Misuse Act.
· To understand the GDPR regulations and how it impacts on the delivery of ICT in all areas 

· To set up PCs and workstations including software installation and general IT diagnostics

· To keep a record of all ICT equipment, the software installed and ensure that is up to date

· To keep the Asset register up to date relating to all ICT equipment and to oversee regular stock checks.
Development and Maintenance of Technical Systems
· Taking support requests, logging and resolving faults with regards to general ICT software and hardware management 

· To undertake first line troubleshooting in relation to server/switching issues to ensure that both school sites are able to consistently access the servers and that all communication aspects are working correctly. 

· To ensure the network operating systems, components and attached devices are kept up to date with latest, tested patches and oversee the maintenance of the same where required. 
· To assist in resolving issues relating to the school’s CCTV, telephony, printing and site access and visitor management systems
· To oversee safe disposal of obsolete equipment, used consumables and waste materials in line with recognised procedures and legal requirements.
· To support external ICT engineers with ICT troubleshooting

· Assist with the maintenance and administration of software networks and communications systems including all apple devises, PCs, laptops, telephones and photocopying devices

· To ensure all systems are upgraded as and when necessary and to be able to run diagnostics and troubleshoot to resolve all ICT issues

School Support

· To proactively ensure shared resources are working and to seek resolutions where they are not including ICT equipment in the halls, PPA, sensory studio and immersive space.

· To aid the school’s communication by proactively updating the school’s social media pages and web pages 

· To develop document templates to ensure all administration is uniformed.

· To support SLT with document developments.

· To have strong communication skills to support colleagues in using ICT products and software systems and provide valuable, practical assistance to class teachers and the administration team.

· To ensure all current and planned web-based technologies remain fully operational and to support staff with all technical issues. This includes all databases and the use of the school online diary system. 
General Duties 

· To have good literacy, numeracy and IT skills to be able to develop reports, datasheets, and information leaflets when required.
· Be an attentive listener with the ability to follow instructions.
· To be punctual and reliable with the ability to occasionally work overtime including evenings and weekends if required.

· To ensure that work areas are kept in a safe condition for learning.
· To understand the importance of inclusion, equality and diversity, both when working with children and with colleagues, and to promote equal opportunities for all.

· To uphold and promote the values and the ethos of the school.

· To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

· To take a pro-active approach to health & safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

· To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.

· To have a keen attitude to learn and develop and be prepared to effectively manage your work life balance in order for you to complete and meet deadlines.  

· To attend and participate in relevant meetings as appropriate.

· To undertake any other additional duties commensurate with the grade of the post.

Safeguarding 

The post-holder must be aware of child protection issues and the need for confidentiality and to identify to the named child protection colleague in school, concerns in respect of individual children.  

The post-holder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy policies.

To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.

To undertake any other such duties that are reasonably commensurate with the level of this post




	Review arrangements

The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the school will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.



Date job description prepared/revised: Val Williams 

Prepared/revised by:  December 2019





Agreed job description signed by holder:

