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JOB DESCRIPTION

Job title: IT Technician (Level 1)
Team: West Hub IT Team
Reporting to: Hub Network Manager

[bookmark: page2]Contract: Full time, 52 weeks per annum
Grade: 6
Hours/week: 37

Location: Based at Matthew Arnold and Botley School, with occasional travel to other school sites
Main purpose of the role 
Work as part of the Hub IT Team to support the delivery of the ICT service, systems, security, providing a stable and sustainable IT infrastructure that meets the school’s and Acer Trust’s aims and requirements. Actively contributing to the continuous improvement of the school’s IT network and regularly engaging with key stakeholders to ensure a proactive, helpful and fit for purpose support service.
SPECIFIC RESPONSIBILITIES:
General
· Work in as part of the Hub IT Team, provide Line 1 support for the school’s IT hardware and software systems, setting own priorities within the context of the wider team and school priorities;
· Support adherence to school IT policies, including safeguarding, internet usage, data protection and information management, and report any concerns;
· Troubleshoot and resolve Line 1 user issues and resolve Line 2 and 3 issues through liaison with the wider team and/or external support partners;
· Note risks to the school’s IT systems and suggest precautions;
· Undertake any necessary training and provide basic ICT Training to staff and pupils as required.
Desktop Application and Support
· Install and maintain PCs, peripherals and applications, following manufacturers’ instructions and performing repairs and upgrades;
· Maintain AV equipment and projectors;
· Support on compatibility of hardware, applications and user requirements;
· Support in the identification and recommendation of upgrades or replacement of IT equipment and applications.
Server and Network Support
· Undertake basic diagnostic and recovery routines on network equipment;
· Install and maintain standard network cabling and configure network clients;
· Support the school's network utilising the relevant server tools;
· Manage the Active Directory and G-Suite, and maintain user accounts and permissions in line with school policy and relevant instructions;
· Implement disk space and printer quota policies;
· Maintain the school’s intranet.
Resource Management
· Liaise with photocopier, telephone and cashless catering system providers to resolve issues;
· Provide ICT support for presentations, exams and performances as required;
· Maintain school email groups.
Development and Maintenance of Technical Systems
· Use the school IT Helpdesk management system to coordinate resolution of internal IT support requests;
· Help maintain an up-to-date inventory of IT hardware assets and recommend appropriate replacement need;
· Help maintain an up-to-date inventory of software licences and contracts to ensure compliance;
· Help maintain the school’s Asset Register and contribute to implementing the school’s asset disposal strategy;
· Log Line 1 network configuration changes, software installation details and hardware faults/resolutions;
· Help implement and monitor the school’s network security, back-up and data recovery systems;
· Monitor the school’s anti-virus, Internet access filtering, email filtering and related e-safety monitoring systems and report any identified issues;
· Assist in implementing the strategic direction of IT as laid out by the Network Manager;
· Investigate inappropriate use of the school network, on request.
General Duties
This job description is illustrative and may vary without changing the character of the job or level of responsibility. Whilst every effort has been made to explain the main duties and responsibilities of the post, the list of responsibilities is not exhaustive.
The post holder must be flexible to ensure the operational needs of the Trust are met. This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various workplaces in the Trust.
The above duties may involve having access to information of a confidential nature, which may be covered by the Data Protection Act or other regulation/legislation. Confidentiality must be maintained at all times.
General responsibilities
· Comply with, and assist with the development of, Acer Trust policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person;
· Be aware of and support difference and ensure equal opportunities for all;
· Contribute to the overall ethos/work/aims of the Trust;
· Establish constructive relationships and communicate with other professionals and agents of organisations beyond the Trust;
· Lead, attend and participate in regular meetings as required;
· Participate in training and other learning activities and performance development as required;
· Undertake appropriate and regular training and development to maintain knowledge and improve practice.
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on the Trust, as your employer and on you as an employee. In addition to the employer’s overall duties, the post holder has personal responsibility for their own health and safety and that of other employees; additional and more specific responsibilities are identified in the Trust’s Health and Safety policy.
Safeguarding Children and Young People
Acer Trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.
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PERSON SPECIFICATION

Job title: IT Technician L1 
Team: Matthew Arnold School, Botley School & Wood Green School
Reporting to: West Hub Network Manager

	Education and experience
	Requirement

	Experience and demonstrable expertise in: 
• Windows 10 / Windows 11 Desktop 
• Basic Network Operations – Print/Password/User Management 
• Classroom Audio Visual hardware.
	Essential

	Relevant qualifications (at least to Level 3 i.e. A-Levels) and/or Two years’ relevant experience
	Desirable

	Experience of managing a wide range of technology systems and services, including: mobile and cloud, Windows and G-Suite, virtualisation, Active Directory, DNS, AD, DHCP, print management, filtered web access, data storage and retrieval, email
	Essential

	Knowledge and skills
	Requirement

	Strong knowledge of basic IT packages: Office, Outlook, Windows.
	Desirable

	Excellent communication skills.
	Essential

	Excellent administrative and organisational skills.
	Essential

	Diagnostic and technical trouble-shooting skills.
	Desirable

	Ability to effectively and efficiently organise time and resources to complete work accurately, thoroughly, and on time
	Essential

	Ability to communicate efficiently and confidently to both staff and students, and explain technical issues to non-technical stakeholders
	Essential

	Ability to work using own initiative and effectively as part of a team.
	Essential

	Possess a full clean driving licence and have use of a vehicle for business purposes and appropriate insurance
	Desirable

	Personal characteristics
	Requirement

	High levels of discretion, confidentiality, and awareness of Data Protection.
	Essential

	A facilitative approach to problem-solving and a ‘can do’ mindset.
	Essential

	High levels of personal and professional integrity.
	Essential

	Committed to acting with integrity, honesty and fairness, to safeguard the assets, financial probity and reputation of the school
	Essential

	Committed to the vision and values of the school and Acer Trust 
	Essential

	Flexible and adaptable, and willing to work flexibly where necessary
	Essential

	Good written and verbal communication skills
	Essential

	Ability to drive and the use of a vehicle is advantageous.
	Desirable
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