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Job Description
Job Title

ICT Technician

Hours

37 hours, 44.3 weeks (Term plus 5 days). Some flexible working required

Responsible to

Headteacher and Senior Leadership Team

Grade

BG –I scope 6 –14

Actual Salary

£18,392—£21,265 inclusive of allowances

Job Purpose
To 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. Specifically this means, but is not limited to:


Ensure that we provide and maintain an environment for students, staff and visitors which is safe, attractive, comfortable and conducive and which makes a positive statement about Kennel Lane School



Support the use of ICT within the school environment through maintenance of ICT software, hardware and related
equipment



Support both staff and students to ensure that administration and learning outcomes are maximised

Responsibilities


Contribute to the effective performance and service provision of ICT services to minimise disruption



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



Implement routine manual and computerised systems, practices and procedures to ensure that data and information
is current, relevant, effectively and securely collected and that reporting complies with planned outcomes and obligations, reporting any concerns as required



Maintain the integrity and security of all systems by use of appropriate user protocols and undertake related monitoring and reporting



Install and maintain computer hardware and software used by staff and pupils



Provide user support to identify and respond promptly to routine system or process issues that arise within an agreed
framework of performance criteria



Provide assistance and advice to teaching staff, support staff and pupils in the technical aspects of ICT



Support contingency arrangements to respond to any unforeseen or unplanned circumstances that may arise to maintain the safety and security of data and information, maintain security and minimise disruption.



Check hardware regularly, repairing simple faults or reporting more complicated faults to a specialist technician or
contractor



Maintain computer files by enabling and monitoring daily backups



Document and maintain the inventory of all school ICT hardware and software, disposing of surplus/defunct equipment as needed in line with financial auditing procedures



Support the adherence to ICT policies, including those relating to safeguarding and internet usage and report any concerns
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You may also be required to;


Deliver key ICT training for staff and pupils



Check and maintain stocks of ICT consumables



Facilitate and support the maintenance of the school website

School Information Management System (SIMS) and Financial Management Systems (FMS)


Maintain responsibility for the technical maintenance and development of SIMS and FMS



Ensure that staff have appropriate levels of access to SIMS and FMS and oversee the management of passwords and logins



Liaise with the Local Authority (LA) ‘help desk’ support team in respect of technical faults to the SIMS and
FMS, and initiate early contact in respect of faults/defects to associated hardware and software



Work closely with key personnel to provide effective and efficient SIMS and FMS usage/access

Project and contract Management


In line with the medium and long term ICT strategy, and with the authorised personnel’s authorisation, research and manage the purchase of hardware, software, consumables and external contracts in line procurement policies and within budget



Act as lead for any ICT related projects and subsequent resulting service contracts or agreements e.g.
School Website



Ensure that maintenance contracts are in place for equipment such as copiers at the appropriate level



Regularly update relevant inventory records

Compliance


Maintain current ICT policies and standards, ensuring all compliance measure are met in accordance with
The Data Protection Act 2018



Monitor and offer advise to maintain the staff and learners Acceptable Use Policies in line with legislation

The post holder is responsible for ensuring that the school’s safeguarding and child protection policy is adhered
to and concerns are raised in accordance with this policy. The post holder will be subject to an enhanced criminal records check and will be required to consent to this.
All staff should retain strict confidentiality about all aspects of school life.
The post holder may at times be exposed to very challenging or unpredictable learner behaviour. All staff
should participate in appropriate staff training and be aware of staff professional development within the
school.
This job description is not necessarily a comprehensive definition of the post; duties may vary within this
framework in line with its general character and level of responsibility.
(This job description may be amended at any time after discussion with the Headteacher, but in any case, will
be reviewed annually when key tasks related to the school priorities will be determined.)
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Job Specification
Applicants should pay particular attention to the requirements in the Person Specification when
completing their application.
Key
E = Essential
D = Desirable

A Qualifications, Knowledge and Experience

E/D

A1 Relevant technical qualification at a minimum of NVQ Level 2

E

A4 Experience working in a similar role in an educational environment

D

A5

A willingness to learn and use new skills in order to meet the needs of young people with communication and other difficulties

Possess technical skills and best practice guidelines for, but not limited to:

Up to date technical ICT knowledge and skills.

Experience of setting up, installing and upgrading hardware and software.

Knowledge of Microsoft Office, databases and standard internet technologies.

Ability to maintain and support ICT systems and services.

Ability to work in a changing technological environment.
A7

Activ Directory

Group Policy

Knowledge and understanding of anti virus software

SQL Server

Knowledge of wireless setup/security

Knowledge of terminal services/remote access
Able to identify own training and development needs and participate in activities to address these and
share knowledge with others and support their development.

E

E&D

E

A8 Experience using databases such as SIMS and Access

D

A9 Ability to carry out network cabling and knowledge of Fibre Optics installation

D

Good understanding of legal, security and moral issues relating to the use of ICT in schools

D

B Personal and Professional Competencies
B1 Committed to continuous professional development and learning for self and others

E

B2 Remain calm and approachable during pressurised situations, displaying tact and diplomacy

E

B3 Willing to try and adopt new technologies, styles or ideas

E
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D Accountability
D1 Ability to contribute to and actively support the overall vision, mission and key priorities of the School
E Personal Attributes
Excellent interpersonal skills including the ability to listen to, understand and work with a wide range
E1
of audiences
E2 Excellent communication skills, both oral and written
E3 A warm, friendly and approachable personal style
Ability to support an open and transparent culture, acknowledge differences and overcoming
E4
potential barriers
E5 Ability to work on own initiative and anticipate and manage priorities and deadlines
Ability to maintain a safe, secure and healthy learning environment for both learners and staff and
E6
promote well-being for both self and staff
Demonstrates a high level of commitment to safeguarding, inclusion and equality in all aspects of
E7
school life
E8

Demonstrates a commitment to maintaining an effective and collaborative relationship with the
school community
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Key Dates and How to Apply
Incomplete applications or applications received after the deadline will not be considered.
Applications must be made on a Bracknell Forest application form no CVs will be accepted under any
circumstances.
Ensure you complete all sections on the application form. If a section does not apply to you please insert N/A in
the section provided for your answer.
Kennel Lane School is committed to safeguarding all young people and children and requires candidates to explain
all gaps in their career history.
Before returning your application, please check that you have completed all of the sections fully, put your name on
any additional sheets and sign the application form. If you submit your application electronically you will be
required to sign the declaration in person if you are shortlisted for interview.
Please contact each of your named referees to inform them that if you are shortlisted we will request a reference
prior to interview.
Kennel Lane School are committed to providing equality of opportunity to all. Our aim is to treat all employees and
prospective employees with integrity, respect and consideration.
We aim to ensure that individuals are recruited, selected, trained and promoted on the basis of ability, job
requirements, skills, aptitudes and other objective criteria.
All applicants and employees will always be dealt with impartially and on objective criteria so no individual or
group is disadvantaged.
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