CHESHIRE EAST COUNCIL

JOB DESCRIPTION QUESTIONNAIRE
				

	JOB TITLE
	ICT Technician 
	JOB REF NO
	AAAF5050


BASIC JOB PURPOSE
[bookmark: _VV10][bookmark: _VV11][bookmark: _VV12][bookmark: _VV13][bookmark: _VV14][bookmark: _VV15][bookmark: _VV16][bookmark: _VV17][bookmark: _VV18][bookmark: _VV19][bookmark: _VV20][bookmark: _VV21][bookmark: _VV22][bookmark: _VV23M][bookmark: _VV24M][bookmark: _VV25][bookmark: _VV26][bookmark: _VV28][bookmark: _VV29][bookmark: _VV30M][bookmark: _VV31][bookmark: _VV36][bookmark: _VV37][bookmark: _VV47][bookmark: _VV50][bookmark: _VV51][bookmark: _VV52][bookmark: _VV53M][bookmark: _VV54][bookmark: _VV55]To provide hardware and software classroom support for teachers using the computer facilities.  To maintain computer networks, printers and other peripherals (including installing new software), thereby minimising system’s ‘downtime’.


	
	MAIN RESPONSIBILITIES


	1
	[bookmark: _VV58][bookmark: _VV59][bookmark: _VV60][bookmark: _VV61][bookmark: _VV62][bookmark: _VV63][bookmark: _VV64][bookmark: _VV65][bookmark: _VV66][bookmark: _VV67M][bookmark: _VV68][bookmark: _VV69][bookmark: _VV70][bookmark: _VV71][bookmark: _VV72][bookmark: _VV73][bookmark: _VV74][bookmark: _VV75][bookmark: _VV76][bookmark: _VV77][bookmark: _VV78][bookmark: _VV79][bookmark: _VV80][bookmark: _VV81][bookmark: _VV85][bookmark: _VV86][bookmark: _VV87][bookmark: _VV88][bookmark: _VV89M][bookmark: _VV90][bookmark: _VV91][bookmark: _VV92][bookmark: _VV93][bookmark: _VV94][bookmark: _VV95][bookmark: _VV96][bookmark: _VV101][bookmark: _VV102][bookmark: _VV103][bookmark: _VV104][bookmark: _VV105M]Provide classroom support to teachers using the computer systems, including informing teaching staff of any known software or hardware problems and loading the printers with appropriate consumables, to enable the staff to meet the needs of the curriculum.

	2
	[bookmark: _VV106][bookmark: _VV107][bookmark: _VV108][bookmark: _VV109][bookmark: _VV110][bookmark: _VV111][bookmark: _VV112][bookmark: _VV145][bookmark: _VV146][bookmark: _VV147][bookmark: _VV148][bookmark: _VV151][bookmark: _VV117][bookmark: _VV118][bookmark: _VV119][bookmark: _VV120][bookmark: _VV121][bookmark: _VV122][bookmark: _VV123][bookmark: _VV124][bookmark: _VV125][bookmark: _VV126][bookmark: _VV127][bookmark: _VV128][bookmark: _VV129][bookmark: _VV130][bookmark: _VV131][bookmark: _VV132][bookmark: _VV133][bookmark: _VV134][bookmark: _VV136M][bookmark: _VV137][bookmark: _VV138M]Complete minor repairs to equipment and cabling where the fault is obvious and provide on-the-spot advice to other members of staff regarding such matters, to ensure maximum availability and usage of equipment.

	3
	[bookmark: _VV152][bookmark: _VV153M][bookmark: _VV154][bookmark: _VV155][bookmark: _VV156][bookmark: _VV157][bookmark: _VV158][bookmark: _VV161][bookmark: _VV162][bookmark: _VV204][bookmark: _VV163][bookmark: _VV164][bookmark: _VV165M][bookmark: _VV166][bookmark: _VV167][bookmark: _VV168][bookmark: _VV169][bookmark: _VV170][bookmark: _VV171][bookmark: _VV172][bookmark: _VV173][bookmark: _VV174][bookmark: _VV175][bookmark: _VV176M][bookmark: _VV177][bookmark: _VV178][bookmark: _VV179][bookmark: _VV180][bookmark: _VV181][bookmark: _VV182][bookmark: _VV183][bookmark: _VV185][bookmark: _VV186][bookmark: _VV187][bookmark: _VV188][bookmark: _VV189][bookmark: _VV190][bookmark: _VV191][bookmark: _VV192][bookmark: _VV196][bookmark: _VV197][bookmark: _VV198][bookmark: _VV199][bookmark: _VV200][bookmark: _VV202][bookmark: _VV201][bookmark: _VV203M]Generate, extend and maintain computer networks (including the installation of new software, ensuring anti-virus and other utility software is up-to-date and effective, and the performance of network management tasks) under the direction of the ICT Co-ordinator; to provide a user-friendly interface for all users.

	4
	[bookmark: _VV205][bookmark: _VV206][bookmark: _VV207][bookmark: _VV208][bookmark: _VV209][bookmark: _VV210][bookmark: _VV211][bookmark: _VV212][bookmark: _VV213][bookmark: _VV214][bookmark: _VV215][bookmark: _VV216][bookmark: _VV217][bookmark: _VV218][bookmark: _VV219M][bookmark: _VV220][bookmark: _VV221][bookmark: _VV222M][bookmark: _VV223][bookmark: _VV224][bookmark: _VV225][bookmark: _VV226M][bookmark: _VV227][bookmark: _VV228][bookmark: _VV229][bookmark: _VV230][bookmark: _VV231][bookmark: _VV232][bookmark: _VV233][bookmark: _VV235][bookmark: _VV236][bookmark: _VV237][bookmark: _VV238][bookmark: _VV239][bookmark: _VV240][bookmark: _VV241][bookmark: _VV242][bookmark: _VV243][bookmark: _VV244][bookmark: _VV245][bookmark: _VV246][bookmark: _VV247][bookmark: _VV248M]Provide software support for all users by being familiar with the current software and, where appropriate, producing user-friendly guides, under the direction of the ICT Co-ordinator, to enable the systems to be fully used by all staff and students.

	5
	[bookmark: _VV249][bookmark: _VV250][bookmark: _VV251][bookmark: _VV252M][bookmark: _VV253][bookmark: _VV254][bookmark: _VV255][bookmark: _VV256][bookmark: _VV257][bookmark: _VV258][bookmark: _VV259][bookmark: _VV261M]Assist with e-mail, internet and related activities including development and maintenance of the school’s web site.

	6
	[bookmark: _VV265][bookmark: _VV266][bookmark: _VV267][bookmark: _VV322][bookmark: _VV269][bookmark: _VV270][bookmark: _VV323][bookmark: _VV271][bookmark: _VV272][bookmark: _VV273][bookmark: _VV274]Undertake personal professional development and respond to the changing needs of the job.

	7
	[bookmark: _VV282][bookmark: _VV283][bookmark: _VV284][bookmark: _VV285][bookmark: _VV286][bookmark: _VV287M][bookmark: _VV288][bookmark: _VV289][bookmark: _VV291][bookmark: _VV292][bookmark: _VV293]Support SIMS system management and administration work, and liaise/consult with Council IT help desk as necessary to resolve system problems and issues.

	8


9
	[bookmark: _VV294]Provide ICT Support and Training to “feeder” Primary schools.
	
[bookmark: _VV295][bookmark: _VV296][bookmark: _VV297][bookmark: _VV298][bookmark: _VV324][bookmark: _VV299][bookmark: _VV300][bookmark: _VV301][bookmark: _VV302][bookmark: _VV325][bookmark: _VV305][bookmark: _VV306][bookmark: _VV307][bookmark: _VV308][bookmark: _VV309][bookmark: _VV310][bookmark: _VV326][bookmark: _VV311][bookmark: _VV312][bookmark: _VV313][bookmark: _VV314][bookmark: _VV315][bookmark: _VV316][bookmark: _VV317][bookmark: _VV318][bookmark: _VV319][bookmark: _VV320][bookmark: _VV321M]Support after hours' use of the computer room by setting up necessary systems to enable access to the curriculum network whilst protecting the file server from unauthorised access.

	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job.



