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EMPLOYEE SPECIFICATION
POST TITLE: 
IT Technician (Apprentice)


HOURS OF WORK:  
37 hours per week, Monday to Friday, full-time (20% allocated to Apprenticeship training) 

 

Temporary


Permanent
   (
Part Time

Full Time
    (
Casual
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	Essential
	Desirable
	How Measured During Recruitment

and Selection Progress

	Experience

	
	· Previous experience of working in a school.

· Willingness to expand knowledge and skills involved in network management
	· Application



	Education/Training Qualifications

	· GCSE or equivalent at grade A-C (9-4) in Maths and English 
· Commitment to gaining a Level 3 qualification as an ICT Technician 
	
	· Application

· Certificates

	Special Knowledge


	· Excellent communication skills
· Base knowledge of IT systems and hardware
· An ability to work well within an ICT team and a wide range of ICT users.


	· Knowledge of Schools management systems

· Knowledge of Active Directory (AD), DNS, DHCP

· Knowledge of maintaining services to users such as networked printing and photocopying services and user services such as web access, data storage and retrieval, email services and various software

· Knowledge of IP CCTV systems 

· Knowledge of IP Telephony (VOIP)

· Maintaining unified photocopying and print management services, hardware and software
	· Application

· Interview

· Written Test

· Certificates

	Skills


	· Be aware and comply with policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate member of staff

· To adhere to the schools Health and Safety Policy including risk assessment and safety systems

· To contribute to the overall ethos and aims of the school

· To appreciate and support the roles of other professionals

· To have a good understanding of the impact of the availability and quality of IT Services and support on the achievement of the School’s objectives

· Ability to effectively and efficiently organise time and resources to complete work accurately, thoroughly, and on time, detailing deliverables and tasks accordingly

· Aptitude to analyse and adjust work processes to accommodate changes in work requirement  

· Ability to communicate efficiently and confidently to staff and students

· Undertake any other duties commensurate with the level of the post, or as required by the Network Manager or Headteacher
	· Be involved in the wider life of the school

· Good telephone manner

· Problem solving


	· Application

· Interview

· Written Test

	Personal Qualities


	· Suitable to work with children.

· Able to multi-task. 

· Ability to use initiative and creativity to solve problems within the context of individual responsibility.

· Self-motivated.

· Able to maintain confidentiality.

· Able to remain calm when under pressure.
	· A good sense of humour.

· Confident.

· Resilient.
	· At interview motivation and attitudes appropriate to working with vulnerable groups will be discussed along with any issues arising from references.

· DBS check

· Application

· Interview

	Working Arrangements and Personal Availability


	· Flexibility to cope with the demands of the post.

· Capable of working unsupervised.


	
	

	Physical


	· Able to meet the demands of the job.
	
	· Application

· Interview
· References 
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