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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	IT Technician
Salary:	Band 7, SCP 11 – 17
Hours of Work:	37 hours per week, AYR
Post Status:	Permanent 
Disclosure level:	Enhanced
Responsible to:	Network Manager

Role Overview
The post holder will play a central role in maintaining, supporting and developing the school’s information and communication technology facilities across both administrative and curriculum areas. The role includes responsibility for the installation, ongoing maintenance and updating of all information and communication technology networks and systems, ensuring they operate effectively and securely. The post holder will also support users in understanding system capabilities and appropriate use and will be responsible for maintaining accurate and up to date ICT equipment inventory records.

Responsibilities
· Oversee the day‑to‑day administration, maintenance and performance of the school’s information and communication technology networks, systems and infrastructure.
· Support the effective working order of all administrative and curriculum hardware, ensuring reliability, safety and compliance with health and safety regulations.
· Assist in maintaining the security, integrity and confidentiality of data and systems, including the implementation and monitoring of network security measures, antivirus protection, backups and updates.
· Administer and support core systems including Active Directory, the Office 365 tenant, email services, print management systems, telephone systems and associated platforms.
· Deploy, configure and upgrade software, system updates and configuration changes, including Windows updates and device imaging using established tools.
· Monitor and manage information and communication technology usage to maintain a secure, virus‑free environment and prevent access to or distribution of unsuitable material.
· Support staff to ensure effective use of systems for teaching, learning and curriculum development, responding to technical issues through the helpdesk and prioritising workload appropriately.
· Maintain an accurate and up to date inventory of information and communication technology equipment, including location, condition and deployment.
· Assist the Network Manager in decisions relating to network development, maintenance, repair and replacement of equipment, and make recommendations on new technologies and system compatibility.
· Support the administration of specialised systems, including catering and printing services, and liaise with external support providers as required.
· Share responsibility with the Network Manager for the safe operation of networks, hardware and software, including physical maintenance and safeguarding of information.
· Undertake additional duties appropriate to the role as required by the HOS/Principal, and work flexibly, including occasional evenings or weekends, by agreement, to support school priorities, with time off in lieu or overtime arranged accordingly.

PERSON SPECIFICATION – IT Technician
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Strong working knowledge of information technology systems, networks and hardware
	*
	
	A/I

	Secure understanding of network security, data protection and confidentiality
	*
	
	A/I

	Knowledge of server environments, user account management and permissions
	*
	
	A/I

	Recognised qualification or equivalent professional experience
	
	
	C/I

	Knowledge of information technology systems within an education or public sector setting
	
	*
	A/I

	EXPERIENCE
	
	
	

	Relevant experience in an information technology technician or network support role
	*
	
	A/I/R

	Experience supporting users across a range of technical abilities
	*
	
	I/R

	Experience administering systems such as Active Directory, email platforms and device management
	*
	
	A/I

	Experience of managing software deployment, system updates and device imaging
	*
	
	A/I

	Experience working in an education or multi‑user environment
	
	*
	A/I

	Experience liaising with external service providers or support organisations
	
	*
	A/I

	SKILLS 
	
	
	

	Strong diagnostic and problem‑solving skills in a technical environment
	*
	
	I

	Excellent communication skills, able to explain technical issues clearly to non‑technical users
	*
	
	I/R

	Ability to prioritise workload, manage competing demands and meet deadlines
	*
	
	I

	Ability to work independently and take ownership of technical issues
	*
	
	I/R

	High level of accuracy and attention to detail
	*
	
	A/I

	Ability to contribute to planning and improvement of systems and processes
	
	*
	I

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Proactive, solution‑focused and able to use initiative
	*
	
	I/R

	Helpful, approachable and professional manner when supporting users
	*
	
	I/R

	Calm, reliable and resilient under pressure
	*
	
	I/R

	Commitment to maintaining confidentiality and data security
	*
	
	A/I

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference



N.B.  We will require an enhanced DBS check for the successful candidate.
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Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.
Carlton Academy Trust is an equal opportunities employer.
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