Our Lady’s Catholic High School

Job Description
	Post title:  ICT Technician 

	Grade:
	Grade 4

	Purpose of the role 

	With reference to or guidance from a senior member of support staff, contribute to the delivery of an effective ICT support service throughout the school, to respond to identified need, ensure continuity of service and achieve planned reporting objectives and deadlines



	Accountabilities/Responsibilities – appropriate for this post:

· Ensure dedicated ICT areas are ready for use each day and that they are in good working order at the end of each day

· Check hardware regularly, reporting major faults to the Director of IT Systems and repairing other faults where applicable

· Participate in the collection, collation, processing and storage of data and information to comply with school reporting requirements 

· Provide user support to identify and respond promptly to routine helpdesk or process issues that arise

· Follow established procedures for setting up user accounts.

· Set up audio visual equipment for use by teaching staff.

· Provide support to staff on other general ICT issues such as printing, video editing or use of systems

· Monitoring stock of print toners and providing an order list for replacements to the Director of IT Systems

· Setting up sound and lighting for school events and productions

· Setting up equipment as needed for school assemblies

· Assisting in Network Projects as allocated by the Director of IT Systems

· Provide advice on established polices for acceptable use of local networks and assist with arrangements for monitoring network usage.
Please note that the duties may be varied by the Headteacher / Line manager to meet changes in circumstances in a manner compatible with the post held.




