Generic Job Description

ICT Technician (JE No: 3501)

	Job title: 
	ICT Technician
	
	Ealing GLPC Grade:
	Scale 5

	School:
	
	
	Post No:
	

	Line manager:
	Head of ICT
	
	Ealing GLPC:
	

	Supervisory responsibility:
	

	Hours:
	

	
	


Main purposes of the job

· To be responsible for the effective running and the deployment of ICT systems at the school.

· To be responsible for promoting and safeguarding the welfare of children and young people within the school.

Main responsibilities and tasks

1. To be responsible for supporting all users and running the ICT systems on a day-to-day basis.

2. To provide prioritised technical support and advice across the school including the creation and maintenance of accounts and user permissions.

3. To install and test new ICT equipment and network, including hardware and software according to manufacturer instructions.

4. To diagnose and resolve basic network, software and hardware faults and perform basic maintenance repairs and upgrades.

5. To administer and monitor Health and Safety and audit checks including electrical testing, warranties and licences.

6. To assist with the training and support of other users as required within the school.

7. To assist the relevant curriculum leaders to support ICT within the school.

8. To provide support for invigilation for examinations if required.

9. To be involved in a range of ICT related extra curricular activities.

10. To ensure the security of the ICT rooms.

11. To proactively check the ICT facilities and arrange for action/report of faults as appropriate.

12. Maintain support logs for faults, damage and repair for all ICT systems.

13. Liaise with suppliers when ordering computer consumables ensuring value for money and quality of goods is maintained.

14. Assist in the development of effective network documentation.

15. Assist in maintaining and monitoring systems logs.

16. Undertake risk assessments.

17. Understanding of and compliance with relevant Health and Safety procedures.

18. Willingness to participate in training and development for continuing professional development.

19. Willingness to carry out other duties commensurate with the level of the post as required.

20. To adhere to school policy on equality and diversity.

21. Willingness to participate in training and development for continuing professional development.

Signatures – line manager and job holder

	Signature of Manager:


	
	Date:
	
	/
	
	/
	

	Signature of post holder:


	
	Date:
	   
	/
	
	/
	


September 2009


