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IT Technician
JOB DESCRIPTION
HOURS: 			37 Hours Term Time only + 2 weeks
plus any other hours that might reasonably be expected to fulfil responsibilities when required.
RESPONSIBLE TO: 	The IT Manager
GRADE:				Scale Point 12-18
Term Time only + 2 weeks 

PURPOSE OF JOB
· To provide outstanding levels IT support and guidance to staff and students in school, using your friendly approach, IT skills and experience to resolve IT related faults in a timely manner. Working with the IT Manager to ensure the school systems such as ClassCharts and the school Twitter account are updated and monitored. 

MAIN ACTIVITIES: 

· The first point of call for all IT faults, queries and requests in school.
· Being approachable and professional at all times, a can-do attitude is essential.
· Supporting school events that encompass the use of IT.
· Manage equipment bookings, laptop loans and IT rooms where appropriate
· Ensuring all IT related documentation is in place and reviewed in accordance with statutory requirements
· Updating the school website and social media accounts. Proactively looking for opportunities to promote the school through social media.
· Work with the IT manager to improve the IT support processes and systems
· Take an active role in IT projects and developments 
· Ensure regular IT maintenance tasks are undertaken and that all audit documentation is up to date.
· When necessary provide professional support to the wider school community including parents and governors, with any school related IT queries.
· Forge outstanding relationships with suppliers and IT contacts to ensure the school is receiving outstanding support and services.
· Attend related training courses that will help develop your skills that are relevant to the role
· Proactively support and improve the school systems, working alongside key Teachers where appropriate to improve the school IT systems for our students.
· Create social media content and update the school website. 
· Undertake drone filming and video editing. 
· Design work and implantation of promotional material 



Support to School
· Promote and safeguard the welfare of children and young people you come into contact with
· Support and promote the school ethos and contribute to the overall aims of the school
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns to an appropriate person
· Appreciate and support the role of other professionals
· Attend and participate in relevant meetings as required
· Become an essential member of the school Support team, working to help and support all of our stakeholders and colleagues in a welcoming, professional manner. 

Knowledge/Skills
· Experience of working in a busy IT support role, ideally within Education (Not essential)
· Excellent all-round IT skills set
· Outstanding customer service skills, a good listener who is approachable and a willingness to support staff and students.
· Experience of managing a busy workload and working under pressure in a calm manner
· A Team player who enjoys working across all aspects of school life when supporting IT
· A good knowledge or interest of online platforms, websites and social media.
· Knowledge of platforms such as Canva is desirable. 

Behavioural Attributes
· A willingness to support the Catholic ethos
· A confident communicator who enjoys dealing with staff, students & visitors 
· Friendly yet professional and respectful approach
· Good organisational skills, the ability to plan and prioritise effectively
· Enthusiasm and flexibility
· Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and encouraging others to achieve expectations
· Is adaptable to and welcomes change 
· Acts with pace and urgency being energetic, enthusiastic and decisive
· Is committed to the continuous self-development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges and developing new skills
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- Only the best is good enough.





