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Job Description – IT Technician
Job Purpose
As an IT Technician at King Edward VI Five Ways School, you will play a vital role in ensuring the smooth operation of our school's technology and cloud based systems. You will, under the supervision of the Digital Technology Manager, be responsible for maintaining, troubleshooting, and enhancing our IT infrastructure, as well as providing technical support to our staff and students. You will also provide cover for the Digital Technology Manager during periods of absence. 

Key Responsibilities:
Technical Support:
· Provide technical support to students and staff for hardware and software issues.
· Diagnose and resolve hardware and software problems, including troubleshooting network and connectivity issues.
· Install and configure computer systems and software applications.
· To play an important role in the development of cloud-based technology and the Microsoft 365 eco-system.
Hardware Maintenance:
· Maintain and repair computer hardware, printers, projectors, and other technology equipment.
· Keep an accurate inventory of IT assets and ensure proper documentation.
Software Management:
· Assist with the installation, configuration, and maintenance of software applications.
· Ensure software licenses are up-to-date and compliant with licensing agreements.
Network Support:
· Assist in maintaining and troubleshooting the school's local area network (LAN).
· Ensure the network is secure and running efficiently.
User Training:
· Provide training and guidance to staff and students on the use of technology resources.
· Assist teachers to become familiar with M365 to deliver their curriculum.
Security and Data Protection:
· Implement and monitor security protocols to protect the school's data and network from threats.
· Backup and recover data as needed using the organisations cloud backup provision.
Documentation:
· Maintain accurate records of IT issues, resolutions, and maintenance procedures.
· Document IT policies and procedures as necessary.

Continuous development:
· Commit to a programme of personal development within agreed areas.
· Stay up-to-date with technology trends and advancements in the education sector.
· Make recommendations for upgrades and improvements to the IT infrastructure.

GENERAL
· [bookmark: _Hlk499887768]Promote and safeguard the welfare of students you come into contact with. 
· Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and adhere to all School and Trust level policies and procedures and comply with their contents, raising any concerns in a timely manner.
· Be aware of, support and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the School and Trust.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training, other learning activities and performance development as required.
· Engage actively in the performance review process.
· Perform any other such duties as the Head may reasonably from time to time determine.

This school is committed to safeguarding and promoting the welfare of children and expect all staff to share this commitment. The successful candidates will be subject to all necessary pre-employment checks, including an enhanced DBS, references, medical fitness and right to work. 

This job description lists the key duties and requirements of the job and is not all-inclusive. The post holder may be expected to perform duties, under the direction of the Head, other than those contained in this document and may be required to have specific job-related knowledge and skills. The allocation of duties is provisional and is subject to regular review.


Signed _______________________________________________________   Date ____________________
	  IT Technician    


Person Specification – IT Technician 
	Criteria
	Essential
	Desirable

	Education/
Qualifications

	GCSE or equivalents Grade 4 / Grade C or above in English and Maths
	A recognised computer or network qualification or equivalent experience. 

	Experience
Relevant work and other experience
	Working successfully in IT Support or a similar role. 
Proven experience of using M365 within Education.
Proficiency in Windows and Mac OS environments.
Strong knowledge of hardware and software troubleshooting.
Familiarity with network administration and security.
Excellent communication and interpersonal skills.
Adept at problem-solving and multitasking.
Working with sensitive information. 
Managing and interpreting data. 
Working on projects. 
	Working in a school environment.
Working with a school management information system.


	Skills & Ability

	Good organisation skills with the ability plan and manage own time effectively
Ability to take initiative and to work as a member of a team and independently
Reliable, punctual and have good attendance.
Proactive in the working environment.
Enthusiastic and positive. 
Excellent communication skills, including with children.
Willing to work flexibly when required.
Excellent communication skills, both written and oral
Be able to establish and maintain positive professional relationships 
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