Southmoor Multi Academy Trust
JOB DESCRIPTION

Job Title:

ICT Technician
Job Location:

Southmoor Multi Academy Trust
Responsible to:
Head of Trust Finance and Operations
Purpose of Job:

· To support and assist teachers as part of a professional team to contribute to raising standards of pupils' achievement and to undertake a range of learning activities under the professional direction and supervision of qualified teachers and/or senior colleagues, in line with the school's policies and procedures.

Principle Responsibilities

· Maintaining the use of practical resources and facilities and providing assistance and advice in meeting the practical needs of the curriculum, including liaising with teaching and support staff.

· Providing technical support and ensuring practical resources are prepared and in place for lessons as required.

· Ensuring the maintenance of a healthy and safe working environment through:

· actively contributing to the assessment, monitoring and review of both health and safety procedures and information resources.
· keeping up to date with current procedures and practices through continuing professional development.
· the provision of technical advice and support to teaching and trainee technical staff.
· Supporting the line manager in ensuring the availability of suitable materials and equipment; helping to compile orders and obtain costs. Keeping up to date records of stock.

· Ensure that both routine and non-routine checking, cleaning, maintenance, testing and repairing of equipment is carried out to the required standard.
 
· Work confidently under pressure, meeting deadlines to fulfil the soft ICT needs of the school community.
· Explore new and emerging technologies and discuss their fitness for purpose in a school environment with the Network Manager. 
Main Duties 

· Preparing resources, assembling apparatus/equipment.

· Obtaining materials/sundries for demonstration or practical use.

· Giving basic technical advice to teachers, technicians and pupils.

· Following risk assessment procedures.

· Assisting in practical classes and carrying out demonstrations.

· Keeping up to date with health and safety requirements and with developments in the appropriate subject (including attending courses and reading publications).

· Giving basic health and safety advice to technical staff, teachers and pupils.

· Disposing of waste materials safely in line with school procedures.

· Organising, storing and checking the condition of equipment.

· Attending department meetings.

· Constructing apparatus/equipment.

· Checking and ordering stock, keeping stock records and maintaining resources.

· Collecting, checking and returning equipment to stores.

· General cleaning of surfaces and equipment.

· General repair of equipment.

· Deliveries – responsibility for receiving, recording, processing and informing staff of all equipment, furniture and stock deliveries.

Other General Duties

· Setting out display boards and materials for various departments

· Any other duties that may reasonably be requested by the Business Manager
General requirements

· Attending and participating in training and development courses as required.

· Attending meetings, liaising and communicating with colleagues in the school.

· Being an effective role model for the standards of behaviour expected of pupils.

· Having due regard to confidentiality, child protection procedures, health and safety, other statutory requirements and the policies of the governing body and local education authority.
Professional Values and Practice

· Having high expectations of all pupils; respecting their social, cultural, linguistic, religious and ethnic backgrounds; and being committed to raising their educational achievement

· Treating pupils consistently with respect and consideration, and being concerned with their development as learners

· In line with the school's policy and procedures, using behaviour management strategies which contribute to a purposeful learning environment

· Working collaboratively with colleagues as part of a professional team; and carrying out roles effectively, knowing when to seek help and advice from colleagues

· Reflecting upon and seeking to improve personal practice

· Working within schools policies and procedures and being aware of legislation relevant to personal role and responsibility in the school

· Recognising equal opportunities issues as they arise in the schools and responding effectively, following schools policies and procedures

· Building and maintaining successful relationships with pupils, parents/carers and staff

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Academy

The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Academy records and information

The post holder must carry out their duties with full regard to the Academy’s Equal Opportunities Policy, Code of Conduct, Child Protection Policy and all other Academy Policies

The postholder must comply with the Academy Health and safety rules and regulations and with Health and Safety legislation.
· Acceptance of Job Description by Post Holder

· I can confirm my acceptance of the Job Description as outlined above

· Name:


· Signed:

· Date:

