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The Computer Services team consists of 3 members, the ICT/AV Manager, the Technical Lead and 
the advertised role, an ICT Technical Support technician. We also work closely with the Data Manager 
and the Lead Teacher for new Technologies, as well as providing AV support for events and concerts. 
The existing team have many years’ experience working in education IT, and are keen to support the 
successful applicant in all aspects of the role.

Training, both in-house and externally, is available if required.

We are a purpose-built academy, with 2 new extensions since the initial construction and much 
investment in infrastructure and hardware. We manage all software and hardware systems in house, 
and this presents the opportunity for a very wide and varied personal development.

• The Academy uses a (mostly) Windows infrastructure, with servers hosted using VMWare on a Cisco 
UCS/Nimble SAN.

• The site is covered by Cisco switching and Fortinet Wireless throughout.
• All workstations/Laptops are Windows 10, with images deployed by SCCM besides a small number 
of iMacs and Macbooks in Art and Music, used with a Mac Server.

• We use hybrid Office 365 for communication and SIMS as our MIS.
• The Academy has a well established 1:1 iPad scheme, with iPads deployed using InTune and a small 
number on Meraki.

• We use a follow me printing and copying solution by Canon (Uniflow)
• ID cards are used for cashless catering, door access and printing using Biostore.
• Backup is by Veeam.
• Filtering and Firewall is by Smoothwall.

Experience of any of these products or systems is desirable.

INFORMATION ABOUT THE IT INFRASTRUCTURE, SYSTEMS AND WORKING PRACTICES



Main Purpose:
To work within a team to install, maintain and support computer networks and 
information systems within the Academy and to support all users.  By doing this, the 
Academy’s IT facilities will run smoothly and therefore the administrative systems and 
teaching tools relating to IT will continue to work effectively.  

1 Main Duties and
Responsibilities

1.1 Provide technical support to staff, 
student and visitors to the Academy
 
1.2 Monitor the ICT Help Desk, ensuring 
that jobs are dealt with in a timely manner 
whilst maintaining good communication 
with users

1.3 Create, maintain and monitor user 
accounts, user areas and the application of 
appropriate permissions

1.4 Install, maintain, repair and upgrade 
workstations, printers, AV equipment such 
as whiteboards and projectors, and other 
IT equipment

1.5 Develop and deliver software packages 
for unattended installation, ensuring 
licence compliance

1.6 Manage file and print services, 
monitoring the print manage solution and 
providing usage reports when necessary

1.7 Implement required changes in the 
telephony systems, ensuring staff have 
correctly named extensions, mailboxes and 
voicemail forwarding to email

1.8 Manage and administer e-mail services

1.9 Assist with the management of backup 
systems and disaster contingencies 

1.10 Maintain and develop anti-theft 
processes including security marking, asset 
registering and auditing

1.11 Support whole-school policies on data 
protection, ICT resource management and 
AUPs

1.12 Investigate problems in systems and 
services and assist with the implementation 
of agreed remedies and preventative 
measures

1.13 Take responsibility for own workload 
and keep others informed, highlighting 
potential problems and suggesting 
solutions to ensure continuity of service 
delivery

1.14 Negotiate with suppliers and external 
contractors and track external support calls

2
Developing Oneself and 
Working with Others

2.1 Manage one’s own workload and that 
of others to allow an appropriate work life 
balance

2.2 Actively take part in the Appraisal 
Review process
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Job Title:
ICT Technical Support

Reporting to:
ICT & Audio Visual Manager

Salary:
NJC 19-24 from £24,799 to £27,905. A recruitment 
and retention payment is available for a suitably 
qualified and experienced applicant.

Contract:
37 hours per week, 52 weeks per year



2.3 Undertake personal development 
and improve one’s own practice through 
training and CPD (as appropriate), 
observation, evaluation and discussion with 
colleagues and use this to support others

2.4 Work as part of a team and support the 
roles of other team members

3 Support for the Academy

3.1 Be aware of and comply with policies 
relating to Child Protection, Health and 
Safety, Confidentiality and Data Protection, 
reporting all concerns to the appropriate, 
nominated person

3.2 Assist with the Academy’s internal audit 
procedures and Health and Safety checks 

3.3 Engage in the Academy’s procedures 
for quality assurance and self-evaluation

3.4 Assist with the supervision of students 
out of lesson time when required by 
carrying out lunch duties 

3.5 Foster positive, professional 
relationships with staff and students 

3.6 Contribute to the overall work and 
ethos of the Academy 

3.7 Present oneself in a professional 
manner

3.8 Contribute to the wider life of the 
Academy e.g. House System

- - - - - - - - - - - - - - -

Employees will be expected to comply with 
any reasonable request from a manager 
to undertake work of a similar level that is 
not specified in this job description.

Employees are expected to be courteous 
to colleagues and provide a welcoming 
environment to visitors and telephone 
callers.

The Academy will endeavour to make 
any necessary reasonable adjustments 
to the job and the working environment 
to enable access to employment 
opportunities for disabled job applicants 
or continued employment for any 
employee who develops a disabling 
condition.

This job description is current at the date 
shown, but, in consultation with you, may 
be changed by the Principal.
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Person Specification
This person specification lists the requirements that are necessary to do this job and how these will be as-
sessed (Application - A, Interview - I and References - R).

In the application and supporting statement, the applicant should state clearly how they meet the require-
ments being assessed by APPLICATION. The panel will reach a decision on whether or not to short-list the 
applicant based on the information that is provided in BOTH the form and the statement.

CRITERIA ESSENTIAL / 
DESIRABLE A / I / R

QUALIFICATIONS AND TRAINING

5 good GCSEs (or equivalent) including English and Mathematics E A
An ability to pass a DBS check (non-negotiable) E A
Other relevant IT qualifications D A

EXPERIENCE

Have experience of working under pressure to deadlines E A / I / R
Have a working knowledge of Microsoft applications (Server 
2008/12/16, Office 365, SQL Server)

E A / I / R

Have experience working in an educational setting D A / I / R
Have a working knowledge of VMWare D A / I / R

SKILLS AND ATTRIBUTES

Be able to work as part of a team E A / I / R
Be able to think analytically and show initiative E A / I / R
Have experience of working independently, organising one’s own 
work and priorities

E A / I / R

Be able to work within a changing educational and technical envi-
ronment and adapt to these changes 

E A / I / R

Be able to relate to young people E A / I / R
Be able to supervise and assist students E A / I / R
Have good communication, numeracy and literacy skills E A / I / R
Have a commitment to professional development E A / I / R
Have good organisational skills and time management skills D A / I / R
Have a first aid certificate D A / I / R

PERSONAL QUALITIES

Have energy, tenacity, creativity and enthusiasm E I / R
Be committed to an inclusive ethos with the belief that ‘every 
students counts’

E I / R

Be committed to making a difference with a positive ‘can do’ 
outlook

E I / R

Be adaptable and resilient, able to respond to emerging 
initiatives which support students learning

E I / R

Possess a good sense of humour E I / R
Be discrete and have an understanding of confidentiality E I / R
Have the ability to establish good working relationships with staff 
and other stakeholders and to form and maintain appropriate 
relationships and personal boundaries with students 

E I / R

Be proactive in supporting colleagues E A / I / R
Be professional in relation to conduct, appearance, punctuality 
and attendance 

E I / R

Be able to actively support and promote the Christian Ethos of 
the Academy

E A / I / R

Prepared on: 04/09/2019                                                By: CH / KC / AC


