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HEREFORD CATHEDRAL

SCHOOL




	Post Title
	ICT Technician
Based at The Old Deanery, Cathedral Close, Hereford HR1 2NG

	Salary Point(s)
	18-20
(£21,868-£22,914)

	Hours/Weeks
	35 hour per week, all year round - 8.30 am to 4.30pm (1 hour unpaid break)



	Purpose of this Job Description:

Hereford Cathedral School considers this document as a “snapshot” of the job and the tasks listed are not an exhaustive list.  It aims to provide a clear guide at the time of writing to all that is involved about the requirements of the job.  It will also be used to communicate expectations about performance and will be used to monitor effective performance.


	The Organisation
Hereford Cathedral School is one of the UK’s leading independent co-educational day schools.  Providing boys and girls aged 3 to 18 with an excellent standard of teaching and individual care, offering them a broad range of opportunities to develop every aspect of their potential.  The Hereford Cathedral School culture produces well-balanced, confident and considerate young adults ready for the wider world.  We also benefit from one of the finest settings, adjacent to the beautiful Cathedral.  We enjoy an air of tranquillity within a stone’s throw of the thriving city centre.  
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Further information from http://www.herefordcs.com



	Reporting Lines:

The postholder reports to the ICT Network Manager.

The postholder will work closely with the Schools ICT Management Committee



	Accountabilities:

1. Providing network and application support to all users and keeping all equipment in good working order (400+ networked PCs running Windows 7 Professional operating system and 14 virtual servers using a mixture of 2008/2012 based operating systems).
2. Grow the systems to provide excellent cross-campus computing facilities for both wired and wireless networking in a secure environment


	Responsibilities:

Computing
1. Format, and install operating systems, deploy application software and reconfigure PCs which have developed problems

2. Ensure that PCs are provisioned with the correct applications for their purpose and that they are licensed accordingly

3. Make sure all computers are kept up to date with both virus definition and security updates

4. Audit and security mark all ICT equipment and keep records of hardware repairs carried out.

5. Liaise with support providers for in-warranty repairs and maintain and repair out of warranty equipment where viable.

Printers
6. Replenish paper in ICT room printers

7. Change toner and ink cartridges in printers throughout the school and maintain stocks accordingly

8. Trouble-shoot printer connectivity problems and paper jams

9. Monitor status of all networked printers on a daily basis

Web Filtering

10.  Use the Smoothwall web filter and other tools to provide a safe browsing experience for all users.

11. Report any unacceptable internet usage to the appropriate member of the Management team, providing evidence of misuse.

AV Equipment

12. Maintain projectors and interactive whiteboard across the site
13. Set up portable data projector and speakers for both internal and external events

Servers and Backups

14. Monitor the virtual server environment and ensure its continued stability

15. Ensure all servers and data are backed up on a daily basis using Backup Exec and perform regular test restores to insure backup integrity

16. ICT Rooms

17. Ensure that users are acting in a suitable manner while using the facilities outside of curriculum classes and are observing and adhering to the department rules

18. Provide ICT support to staff and pupils at lunchtimes and after school from the ICT office

19. Support and Cover

20. Provide comprehensive ICT support to staff and pupils at all times

21. Provide regular feedback to staff on progression of support calls until satisfactory completion

22. Contact the schools external support provider with any issues or difficulties to finding solutions


	Safeguarding and Protection of Children and Young Persons

In accordance with the Children’s Act 1989, on appointment post holders will be required to commit to their responsibilities with regards to safeguarding.  In addition offers of appointment will be subject to an Enhanced criminal record check from the Disclosure and Barring Service (DBS).

These checks will highlight cautions, reprimands and final warnings as well as any convictions.  The postholder must not have any spent or unspent convictions that would prevent working with children.


	Health and Safety:

As an employee you are expected to:

1. to take reasonable care of your own health and safety

2. to take reasonable care not to put other people - fellow employees and members of the public - at risk by what you do or don't do in the course of your work

3. to co-operate with your employer, making sure you get proper training and you understand and follow the company's health and safety policies

4. not to interfere with or misuse anything that's been provided for your health, safety or welfare

5. to report any injuries, strains or illnesses you suffer as a result of doing your job 

6. to tell your employer if something happens that might affect your ability to work (e.g. becoming pregnant or suffering an injury)

7. if you drive or operate machinery, to tell your employer if you take medication that makes you drowsy

Particular H&S issues for this post are:

1. intensive periods sitting over PCs and printers
2. physical fitness required to lift and set up PCs including crawling under desks and walking across the school site several times a day etc


	Person Specification

	Essential Criteria
	Desirable Criteria

	Qualification
	Completed a broad education including GCSE grade C and above in English Language and Maths (or equivalent)


	

	Experience and Knowledge
	Sound understanding of Microsoft Active Directory, Group Policy and managing Hyper-V virtualised environment
Good understanding of Microsoft Office application suite

Experience of ICT system installation, configuration and basic hardware maintenance

Provision of advice to multiply users (some of which are children)


	Experience of working within an education environment 
A good understanding of the legal. Security and moral issues relating to the use of ICT in schools

	Skills/Abilities
	Able to communicate well and pitch explanations at the appropriate level when assisting both staff and pupils
Good level of written English and writing skill

Logical and organised especially in keeping documentation organised and prioritising tasks

Able to demonstrate absolute discretion in handling highly confidential detail

Able to work to tight deadlines and with minimal supervision
	

	Aptitude
	Naturally demonstrates a ‘can do’ helpful attitude and attention to detail
Desire to actively contribute to the continued growth and development of the ICT facilities within school and work with the ICT Management Committee 
	

	Circumstances
	Able to work flexibly, some earlier starts, evenings and weekends will be required in support of wider school functions from time to time
Physically fit to complete the physical requirements of lifting and moving ICT equipment
	

	Safeguarding Children, Young People and Vulnerable Adults
	Understands their role in the context of safeguarding children, young people and vulnerable adults

Ability to form and maintain appropriate relationships and personal boundaries with children and young people
	

	Equal Opportunities
	Understanding of the requirements of Equality and Diversity
	


	Declaration

I have received a copy of this job description and undertake to carry out the duties as described.

Employee Signature ………………………………………………..
Date ………………….

Print name ……………………………………………………………………………..…………..
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