






Key Accountabilities:
Provide ICT support to academic, administrative and support staff and pupils.

Provide initial responses to IT support requests received over a variety of medium
Check and respond to telephone requests, email, SMS and in person
Support the wider IT team in rollout of new devices and systems on school sites 
(Network/WiFi/InTune/AD). 
Support Staff/Students with SharePoint/OneDrive/O365. 
To provide end-user support on Windows PCs, iPads, Android Tablets, display and 
projection equipment, printers and PBX / IP phones. 
Stocking of Printers with consumables. 
Assist in the setup of equipment in classrooms or event locations.

To provide first class customer service to staff and students in a complex and 
occasionally high-pressure environment. 
To take a supporting role in the installation and maintenance of server and 
infrastructure platforms across our sites. 
To keep up with current trends and technologies. 
To ensure that the IT Helpdesk is utilised fully and all incoming and outgoing support 
tasks are logged in a way in which a high level of update is available to the end-user 
and appropriate level of technical detail is stored to explain how an issue was 
resolved (to aid in the creation of an archive and/or knowledgebase).
To undertake IT projects as directed, introducing or updating new ICT services as 
required by the business needs of the organization.

Associated tasks including but not limited to:
Troubleshooting

PC/Laptop connectivity
IWB/Projector issues
User profiles

Installation
Curriculum software
Network printers
Switches and Patching

Setup
New users
User profiles

Backup
Management
Check and Setup

Workstation management
Imaging
Patch management 



Antivirus
Management
Check and Setup

UPS
Management
Check and Setup

Managed Wireless
Management & Monitoring
Replacement of hardware/components

Print Cartridges
Projector Bulbs
PC Swap

Supervision & management:
None
Resources responsibility:
Assist in the stock control and deployment of IT equipment across the school.

Person Specification

Essential:
Experience using various applications of Microsoft Office
To work well individually and as part of a team
Excellent time management and organizational skills
Good communicator at all levels 
A passion for a career in IT
Requirement to work flexibly as required e.g. weekends, evenings
A self-starter
To display flexibility and innovation with a willingness to try out new concepts and 
ideas

Desirable: 
Previous experience in a customer facing IT role
Knowledge of ICT service desk processes

Qualifications (Essential):
Level 2 in English and Maths (or equivalent)








