STIVICHALL PRIMARY SCHOOL
Job Description

Job Title:   IT and Site Technician



Grade: 4 
Job Purpose
Main Duties and Responsibilities:

To support staff across the school, support lunchtime and breaktime supervision and will be asked to support whole school events.  

As IT and Site Technician, you will be working within the school environment to fulfil the following duties under the direction of the school’s Site, Facilities and IT Manager:
Site responsibilities

· Provide routine cleaning and caretaking tasks to support the effective operation of the school.
· Participate in the opening and locking up rota during term time and school holidays.  Unlock and secure premises at agreed times and maintain keys in your possession for emergency call out.
· Janitorial tasks including clearing blockages, removing foreign matter from sinks, toilets and drains and cleaning up spillages as required.
· Attend to the replenishment of consumables such as toilet rolls and soap.
· Ensure clear and safe pedestrian access to the school particularly in adverse weather conditions following agreed protocols.
· Carry out the removal of debris from gullies, drains etc. and ensure that the school and school grounds are litter free.
· Carry out minor repairs and maintenance to include minor plumbing, joinery, internal decoration and minor electrical work.
· Approach each task in a methodical way being mindful of the operational needs of the school and potential risks to staff and pupils.
· Maintain tools and equipment ensuring security, appropriate use and storage.
· Set up (and clear away) room spaces according to instructions for school events i.e. assemblies, performances, PTA events, Sports day, open days etc.
· General porterage and collection activities as required including setting up and clearing away furniture and AV equipment.
· If on rota, supervise out of hours events.
· Carry out whole site deep clean and maintenance during school holidays and help co-ordinate contractors access to the site as needed.
· Report all faults to the Site, Facilities and IT Manager immediately.  In their absence, contact the School Business Manager or Headteacher to arrange for a contractor to be contacted to carry out repairs that pose a H&S risk or impact on the normal running of the school.
IT responsibilities

· Identify, prioritise and resolve problems associated with operating systems, networks, software, hardware, printers etc around school. Ensure a prompt resolution of all day-to-day problems, making appropriate arrangements to minimise downtime for all users
· Regularly audit the school’s use of education technology, identify gaps and possible solutions and update the Computing Lead and Site, Facilities and IT Manager to promote the use of digital technologies within the school.
· Provide advice, support and guidance to all staff and pupils, assisting in developing their use of IT devices and digital technology.
· Contribute to action plans and budget requests for Computing and IT through the development and maintenance of an effective replenishment programme ensuring financial implications are communicated to the Headteacher and School Business Manager.
· Develop a good working understanding and expertise of all Microsoft Office and learning Apps used by the school in order to advise and support staff in the use of such packages.
· Assist with the resolution of all IT issues ensuring users are kept informed and supported in the interim.
· Escalate complex and problematic technical problems as appropriate to reduce system down time ensuring appropriate monitoring and reporting of progress.
· Carry out regular maintenance of school IT systems, undertaking or arranging repairs where necessary, maintaining appropriate records, reporting to Site, Facilities and IT Manager, and progress checking as required.
· Ensure system management tools and asset inventory systems are updated in a timely and efficient manner to enable accurate tracking and reporting.
· Maintain and repair devices and digital equipment to maximise usage and reduce expenditure.
· Ensure the safe storage and deployment of IT and digital equipment.
· Alongside Office staff and Senior Leaders, maintain, audit and update the school website. 
· Manage and maintain the email system for all school staff.
· Establish effective working relationships with Service Providers such as the LA and SavvyIT to ensure speedy resolution of issues.
· Support the appropriate disposal of obsolete IT equipment with due regard to data protection and Health and Safety regulations.
· Alongside Senior Leaders, monitor and report Online Safety concerns including incidents reported through Impero.
· Alongside the DPO, ensure that the school complies with all legal requirements, Data Protection, audit, email and network encryption guidelines and GDPR regulations.
· Ensure that the school’s Acceptable Use Policy is being adhered to by all users and report to senior staff when this is not the case.
· Where appropriate, contribute to the development of school policies, e.g. Online safety and AUP.
Professional conduct and ethos
· Ensure excellent professional conduct at all times with school values modelled to pupils and staff reflecting the high expectations of the school.
· This is a term time + 4 weeks contract requiring annual leave to be taken during school holidays as arranged with the Facilities and IT Manager and SBM. 
· Work effectively within the team, sharing knowledge and expertise with colleagues, exhibiting flexibility and a willingness to work collaboratively and build positive relationships with staff, pupils, and external stake holders.
· Report any safeguarding concerns via the online reporting system (CPOMs) and follow up with a Designated Safeguarding lead following the school’s Safeguarding and Child Protection Policy.
· Attend any relevant training endorsed by the Site, Facilities and IT manager.
· Any other duties and responsibilities within the range of the salary grade.
The post holder must comply with Coventry City Council’s health and safety policy and in particular is required:- 
· To take reasonable care for their own health and safety at work and of those who may be affected by their actions or by their omissions 
· To cooperate with their line manager and senior management, to work safely, to comply with health and safety instructions and information and undertake appropriate health and safety training as required 
· Not to intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare 
· To report to their manager any health and safety concerns, hazardous condition or defect in the health and safety arrangements. 
Any further Health and Safety responsibilities relevant to this post will be set out in the offer letter and Written Statement of Particulars 
The post holder must comply with the Interagency procedures of the Safeguarding Boards and Coventry City Council’s policies for safeguarding children and safeguarding adults and in particular is required:- 
· To ensure they are aware of the signs that may suggest a child or vulnerable adult is being abused or neglected 
· To report to their manager, or other appropriate manager, any concerns they may have that suggest that a child or vulnerable adult may be being abused or neglected immediately 
Any further Safeguarding Board responsibilities relevant to this post will be set out in the offer letter and Written Statement of Particulars 
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the City Council's Workforce Diversity and Inclusion Policy. 
Duties which include processing of any personal data must be undertaken within the corporate data protection guidelines. 
All duties and responsibilities must be carried out with due regard to the City Council’s Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the City Council’s Equal Opportunities Policy.

Responsible to:
Site, Facilities and IT Manager
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STIVICHALL PRIMARY SCHOOL

Person Specification

Job Title: IT and Site Technician 
Grade: 4

Directorate: People
	Knowledge
	· Health and Safety regulations including good practice in relation to site services, cleaning and hygiene.

· Security and safety including use of intruder and alarm systems

· Building management systems

· COSHH regulations

· Good understanding of relevant codes of practice and legislation
· Good working knowledge of Microsoft Office and a range of online learning Apps or the ability to acquire necessary knowledge

· Good understanding of digital and IT technologies including email, online usage, networks, peripheral IT devices and computing devices.

· Knowledge of ways of managing organisational IT systems

· Understanding of health and Safety and Data protection legal requirements.

· Good understanding of education systems and the role of IT in schools.

· Training in relevant learning strategies

· Understanding of Keeping Children Safe in Education and the importance of safeguarding


	Skills and Abilities
	· Excellent IT skills
· Ability to prioritise and manage workload

· Ability to relate well to children and adults

· Able to work constructively as part of a team

· Ability to self-evaluate learning needs

· Ability to communicate effectively verbally and in writing

· Ability to maintain records, follow protocols and effectively report on findings to facilitate appropriate actions.

· Ability to consider budget and research and advise on best value.

· Ability to work under pressure and reprioritise dependent on the operational needs of the school

· Willingness to undertake training to best meet the needs of the school
· Flexibility and adaptability

· Ability to create, maintain and summarise inventories and auditing tools.

· Basic maintenance and repair skills



	Experience
	· Experience of working in a school setting.
· Providing IT support 
· Security and health and safety



	Education
	· Good literacy and numeracy skills
· Level 2 functional English and Maths or equivalence
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