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Job Description
JOB TITLE:                        IT Technician Apprentice 

REPORTS TO:                  Lead IT Technician & Regional IT Manager
  
START DATE:                   As soon as possible

Contract Term:                 Temporary

HOURS:                             37 hours per week, all year round


This Academy is committed to safeguarding and promoting the welfare of children and young people and requires all staff to share this commitment.

PURPOSE:	

To work with the Lead IT Technician to ensure that a safe and encouraging environment is maintained in all teaching areas where ICT is in use. To provide a comprehensive and effective technical support service to students and staff at the Academy.
Duties and Responsibilities

· To provide technical support to staff and students as required 
· To assist and manage the installation, maintenance and repair of all ICT Hardware (i.e. Server, Computers, Laptops, iPads, Switches, Wi-Fi points, Telephones, Electronic Locks, etc.)
· To assist with the installation, maintenance and updates of new and current software
· To plan, schedule and implement regular (ICT) room health checks of ICT resources 
· To assist whenever possible with delivery of ICT insets
· To assist with the provision of systems and services to facilitate e-learning
· To assist staff in the selection of software and hardware to meet their needs
· To maintain the connectivity of the academy network
· To attend regular meetings with the Lead IT Technician
· To help maintain and update the hardware and software database and inventories
· To assist the Lead IT Technician with the planning and implementation of ICT related projects
· To assist with the purchase of consumables, equipment, software and services
· To liaise with outside agencies/organisations regarding faults and repairs of both hardware/software under warranty and/or as part of a service level agreement
· To assist with the booking out of resources and equipment from ICT department for both student and staff use
· To assist with the administration and security of Academy networks, devices and servers (i.e. maintaining group policies, user profiles, user accounts, email accounts, security/firmware/software updates etc.)
· To assist the Lead IT Technician in the development of all aspects of the academy’s ICT infrastructure
· To assist with backups and maintain regular checks
· To assist the LeadIT Technician in a disaster recovery scenario
· To assist in the maintenance of the CCTV system
· To assist staff in the discovery, viewing and recording of incidents via the CCTV system
· To assist the academy in following relevant government guidelines relating to ICT (e.g. GDPR, Data Protection Act etc)
· To assist with the maintenance of ICT Policies and guidelines for staff and students 
· To educate staff and students in the proper usage of ICT facilities to improve their knowledge and understanding within their role

General Matters
Any other duties as deemed reasonable and necessary by the Lead IT Technician or Principal
To play a full part in the life of the academy community, to support the academy ethos and to encourage staff and students to follow this example
To actively promote academy policies
To continue professional development as agreed
To actively engage in the appraisal and professional development process
To carry out any other duties which may be reasonably regarded as within the nature of the duties and responsibilities of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.
The above responsibilities are subject to the general duties and responsibilities contained in the statement of Condition of Employment.
This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed. 
This job description is not necessarily a comprehensive definition of the post. It will be reviewed regularly and may be subject to modification or amendment at any time after consultation with the post holder and will be reviewed annually as part of the Academy Appraisal process.
The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for who s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the Academy’s Safeguarding and Child Protection Policies at all times. If in the course of carrying out the duties of the role, the Post holder becomes aware of any actual or potential risks to the safety or welfare of children in the academy s/he must report any concerns to the Academy’s Designated Safeguarding Lead and Principal.







Person Specification


Job Title:  IT Technician Apprentice
 
Qualifications:

· 5 GCSE’s including English and Maths at Grade C or 4 and above

Experience/Knowledge:

· Proven experience within an ICT Support role
· Experience of working in an educational setting (Desirable)
· Understanding of basic networking systems


Personal Qualities:

· Business and customer focused approach
· Tact and diplomacy
· Ability to maintain confidentiality
· Excellent attention to detail and confidentiality
· Ability to work on own initiative and as part of a team
· Excellent communication skills (written and verbal)
· Proactive, flexible and resilient


Other
a) This post is subject to an enhanced Disclosure and Barring Service check.

Ormiston Academies Trust is committed to safeguarding and promoting the welfare of children and young people in our academies. All successful candidates will be subject to an enhanced Disclosure and Barring Service check.
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