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The IT department has expanded considerably over the past decade in response to the growing 

integration of technology across both the Prep and Senior Schools. Based in the Senior School, the 

team provides comprehensive technical support for classroom technology, administrative systems, 

student devices, and learning management platforms. IT staff work closely with teachers to 

implement digital tools in the curriculum and resolve technical issues promptly, ensuring minimal 

disruption to teaching and learning. 

The department places a strong emphasis on continuous professional development, offering access 

to industry-recognised certifications, specialised training workshops, and conferences. A generous 

annual training budget enables staff to enhance their expertise in areas such as network security, 

cloud platforms, and emerging technologies. 
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This is a challenging role that will provide the successful candidate with a great opportunity to start 

their career in IT and learn new skills and knowledge. This vacancy is for a fixed term of 12 months 

for the role of Junior First Line IT Support and Technical Administrator.  

 

Excellent customer facing and communication skills are paramount, as you will be interfacing with 

the users at all levels of the organisation. This coupled with good administration skills will mean the 

successful candidate will be able to deal with calls in real time, meeting SLA’s from 30mins to 4 

hours. Basic IT Support and printer knowledge will be necessary for this role, but onsite training and 

familiarisation will be provided.  

 

The Junior First-Line Support role reports to the IT Director but, for day-to-day operations, reports 

to the First-Line Support Coordinator. The post-holder works closely with members of the IT 

Support Team to provide daily technical assistance to staff, students, and parents, ensuring prompt 

resolution of IT issues and the smooth running of school systems. 

 

The working hours for this role are 52 weeks, Monday to Friday, 37.5 hours per week, 8:00-16:30 

with an hour’s unpaid lunch. 

 

Person Specification: 

 

 Essential Desirable 

Education 
GCSE in English and Maths  

 

A Levels/BTEC or equivalent 

 

Experience 

Familiarity of Windows 10 and Office 

Professional applications 

 

Good working knowledge of different PC 

and tablet devices 

Active Directory / User Management 

 

Experience of working in a team 

environment 

 

Management of In-house fault logging 

systems 

 

Performance reporting and 

Administration 

 

Printer functionality 

 

Stock control and procurement of 

consumables 
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 Essential Desirable 

Skills 

Self-management with good 

organisational skills.  

 

Communication skills. 

 
Ability to prioritise.  

 

Ability to work under pressure and 

to tight timescales.  

 

 

 

Established customer facing skills.  

 

 

Personal 

Qualities 

Quick learner 

 

Dedicated and attentive support 

manner 

 

Strong Communicator 

 

Friendly and approachable 

 

Adaptable and flexible 

 

Curious and eager to learn 

 

Attention to detail 
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Below is a summary of the key responsibilities of the Junior First Line 

IT Support and Technical Administrator. 

• To be a first point of contact for the customer (staff, students and parents) via email, by phone 

or in person.  

• To log fault calls for the Support Team on the appropriate Helpdesk system.  

• To provision new hardware/software deployments and troubleshooting problems.  

• To setup Audio/Visual equipment for presentations in a timely manner.  

• To resolve first line support problems, such as User account administration / printer problems 

where applicable.  

• To monitor the IT Helpdesk email inbox and responding / logging the calls appropriately and 

ensuring that they are responded to in a timely manner.  

• To manage Asset and Software Registers and the associated Databases / Spreadsheets.  

 

Additional Work Information:  

• To comply with and promote Bancroft’s School Health and Safety policies and take appropriate 

responsibility to ensure the health and safety of self and others.  

• To ensure compliance with and implementation of all Bancroft’s School policies and procedures.  

• To carry out Bancroft’s School administrative procedures, record keeping and reporting etc  

• To participate in any duty rota including evening and weekend cover arrangements where 

required. 

• To undertake such other reasonable duties as may be required from time to time.  
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To apply for this position through My New Term, please submit a 
completed application form by following the link on the Vacancies Page.

https://www.bancrofts.org/about-us/employment-opportunities/



