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Job Description

Job title: IT Technician 

Reports to: IT Co-ordinator 

Job holders name: 

Location:

Grade: KS5

1. Purpose of job

Purpose of Job:

Support the IT Co-ordinator, staff and pupils in the delivery of the curriculum. Maintain the IT suite and all IT equipment, and contribute directly to the development of skills and resources relating to IT in the school.

2. Dimensions

Dimensions:

· P/holder has virtual free reign over the budget for consumables which is approximately £4,280. This involves monitoring stock levels, making orders and, on occasions, collections. P/holder is required to make recommendations to the Head with regard to the purchase of peripherals and hardware.

· The ICT budget also involves approximately £8,000 for leasing of equipment about which the P/holder advises the Head.

· No directly subordinate staff.

· The school has 17 network machines, 16 stand alone machines and 3 administrative machines.

· The P/holder supports 14 teachers and 10 TAs in their use of the IT suite to deliver the curriculum to the 380 pupils on the school roll.
Principal Accountabilities:

(a) Maintain the system to ensure the Internet and all software is available as a teaching tool 

(b) Monitor and repair any defective equipment to guarantee the availability of the network

(c) Guide teachers, pupils and TAs whilst in the suite, to ensure that correct and accurate informationis being communicated during lessons and to aid the learning process

(d) Train teachers, with the help of the IT Co-ordinator, on IT so that they can deliver their lessons successfully. This is done in group and one-to-one sessions

(e) Maintain and backup the administrative IT systems to secure the school’s financial and administrative records

(f) Supervise the assets register for maintaining stock levels of all consumables, hardware and peripherals, thereby facilitating the delivery of the curriculum

(g) Communicate with external agencies regarding faulty equipment and updates on new opportunities, trends and equipment, to directly contribute to the continuous development of IT in the school

(h) Advise teachers on the use of appropriate software for the machines in-school so that programmes chosen are compatible with the system

4. Necessary experience

Necessary Experience:

· Minimum of 3 years experience in an IT environment

· Must have experience of working with children of primary age

· Knowledge of managing a network

· Familiarity with Key Stage 2 software and the RM3 network

· Relevant technical IT qualifications

· Must be able to communicate verbally with staff at all levels, along with pupils

· Understanding of the Health and Safety issues relating to IT
Scope for Impact:

a) The P/holder leads an after-school IT club once per week for children. Recently the pupils have created a Powerpoint presentation to support a bid to become an Eco-school. This club also generated a multi-media project on plants for NGFL (National Grid for Learning).

b) The P/holder and the IT Co-ordinator have developed a scheme of work to ensure the progression of IT throughout the school. This has involved the introduction of a “Certificate of Learning” which is unique to the school and pupils strive towards the “Minterne IT Certificate of Excellence”

c) The P/holder will be responsible for creating and maintaining the school’s website.

6. Job context

Job Context:

The school is relatively large, with 380 pupils, 14 teaching staff and 10 TAs all of whom the P/holder has contact with on a daily basis. The P/holder is solely responsible for repairs to all equipment, but when necessary, is responsible for arranging replacements although the level of knowledge is such that the need for external help is rare. The P/holder works within national guidelines such as Health and Safety as well as the school’s IT policy. In general, the P/holder works on their own initiative setting their own deadlines and

completing tasks but does have regular contact with the IT Co-ordinator normally to discuss the future progression of IT in the school.
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Change Statement:

The IT Co-ordinator works on a part-time basis and has little knowledge of both technical and system maintenance. Responsibility for this essential service has fallen exclusively on the shoulders of the P/holder.
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