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JOB DESCRIPTION

POST TITLE:

ICT Technician

36 Hours Per Week 

RESPONSIBLE TO: The Principal through the Head of Finance & Corporate Services
Status: Full-Time
Contract:  Permanent – 52 Weeks
Hours per Week: 36 hours per week

Working Pattern: Monday – Thursday 8.30am – 4.30pm, Friday 8.30am – 3.30pm
Date Required: October 2026
Grade/Scale: Technician 3 | NJC pts 17 - 20 | £31,022 - £32,597 per annum
Job Purpose: 

To assist the line manager in the development of ICT within the school and ensure that all computer systems and peripheral devices are fully functional to meet the needs of the school. 
Main Duties and Responsibilities

1. Administration of Network Systems
1.1 Planning, design, specification and installation, including upgrading of all school managed network systems.       

1.2  Management of the structured cabled environment of any school managed network.

1.3  Baseline system support and application support on any school managed system.
1.4  Contact with outside agencies as necessary.

1.5 Act as liaison with C2k to manage the schools ICT network, ensuring regular communication to staff on system updates, troubleshooting and resolving any issues and managing any network related tasks. 
2. Provision and Maintenance of ICT Facilities and Resources
2.1 Ensure that all systems are fully functional to meet the needs of the school.
2.2 Daily care and maintenance of all computer systems and their environments.

2.3 Install hardware and software as appropriate.
2.4 Supervise the usage of printers, projectors, photocopiers and other devices deployed across the school.

2.5 provide support to users with workstation/portable device/server issues.
2.6 Carry out repairs to equipment, where appropriate, within the competence of the employee.

2.7 Organise the repair of equipment either on site or with agencies as appropriate.

2.8 Perform backups of crucial data regularly on school managed systems.
2.9 Ensure system security on school managed systems.

3. Management of all On-Line Communications Services
3.1 Develop and maintain existing ICT systems.
3.2 Set up and maintain appropriate email, intranet and internet facilities as required either on school managed systems or the C2k infrastructure.
3.3 Assist with the development and maintenance of the website.
4. Curricular Assistance
4.1 Participate in planning and delivery of relevant induction and training sessions.

4.2 Assist staff and pupils with hardware and software problems arising from the use of ICT equipment within the classroom.

4.3 Support and review of teaching ICT equipment such as data projectors and interactive whiteboards.
4.4 Give advice to the ICT co-ordinator to plan for future ICT advances.

4.5 Set up standalone computer systems for specific teaching/training situations and functions within the school.

4.6 Set up internet and conferencing facilities for specific teaching and/or training situations.

4.7 Provide technical and administrative support for internal and external examinations.
5. Records and Administration 
5.1 Keep an inventory of all hardware, software and consumables.

5.2 Comply with the requirements of the Data Protection Act and Copyright laws.
5.3 Complete the required set up information for staff and liaise with line manager in updating staff profiles on school system.

5.4 Participate in Capita or C2k training as and when required and liaise with C2k on new projects such as EDIS/Bromcom.
5.5 Contact outside agencies (on school’s behalf) concerning ICT facilities and developments within the school.
5.6 Assistance in ordering/purchasing, receiving, checking, storing and distribution of resources.
5.7 The post holder will be expected to maintain an awareness of ICT development to ensure the currency of ICT services within the school.
5.8 Promote positive and safe use of ICT across the school community, to include regular review of ICT/E-safety policies.

6. Other Duties
6.1 Such other duties as may be assigned within the level of the post.
The job description may be subject to amendment or modification from time to time, following consultations with the holder of the post, to meet the changing needs of the school.
PERSONNEL SPECIFICATION 
	FACTOR
	ESSENTIAL
	DESIRABLE



	QUALIFICATIONS
	Minimum GCSE A*-C in Mathematics and English Language or level 2 equivalent.

GCSE Grade A*-C in ICT, or equivalent or higher-level qualification.
	Minimum of ‘A’ level ICT grade A* - E.

Hold a third level qualification in an ICT related discipline.


	EXPERIENCE
	A minimum of one year’s experience of working in the ICT industry or similar role. 
Experience of installing and configuring computer hardware/software and managing projects.
Evidence of proficiency in the use of computer packages, to include use of Microsoft Word, Excel and Outlook.
	Previous experience of working in an educational environment and familiarity with C2k systems.


	KNOWLEDGE & SKILLS
	Demonstrable evidence of knowledge of :

· The requirements of an ICT Technician 3

· Computer systems/networks and a range of software applications.

Excellent organisational skills with attention to detail and accurate record keeping.

The ability to work under pressure and to strict deadlines.

Effective communication and interpersonal skills.
	Knowledge of health and safety regulations as relevant to the role and the school environment.

	PERSONAL QUALITIES
	Demonstrate an ability to work with the minimum of supervision

Ability and willingness to work as part of the wider admin/technical team and contribute to areas beyond the work of the ICT infrastructure. 

Good record of punctuality and attendance.
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