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c/o Cardinal Wiseman Catholic School, Potters Green Road, Coventry, CV2 2AJ
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Grade:
       4, points 6 – 14 (£19,698 - £23,080) paid pro rata to hours and weeks worked 
Contract:    Permanent

Hours:
       35 hours a week, 39 weeks per year, Monday – Friday 08:30am – 4:00pm     

This appointment is with The Board of Directors. The post-holder will, by personal example, promote the Catholic ethos and Mission of the Academy, ensuring that it permeates all aspects of the life of the Academy.

Core Purpose

Whilst primarily based at Sacred Heart and St Gregory’s this position will support the IT infrastructure across the Academy with the collaboration of the Academy Head of IT and the post holder may be based at any of the 8 sites within the Multi Academy Company.

The roles core purpose is to provide an IT support service to staff and pupils within the Romero Academy engaged in the teaching and study of various areas of the curriculum, to ensure the maximum use of the IT facilities in the schools making sure all rooms and IT equipment / infrastructure are functional at all times; contributing to discussion on the development of the schools IT and supporting with public facing social media and the Website for the schools at which you are located.

Duties and Responsibilities 
Servicing
· Provide high quality, 1st and 2nd line technical support for the IT service desk;
recording all requests, calls and activities within the service desk tool.
· Undertake day to day maintenance of equipment; printers, end user devices and core systems, minor repairs and replacement of parts as necessary. 
· Liaising with Line Managers on the repair of equipment, checking progress status and returns, advising of any charges (as appropriate).
· Maintain the school’s backup systems for Cloud Delivery Platforms and Networks
Preparation of Resources

· Deployment of Cloud Apps and Technology, installing software and completing necessary performance checks.
· Setting up hardware as appropriate

· Installing hardware upgrades/interfaces and testing for performance

· Notifying the Principal or line manager of any persistent or major problems, either with the network or with individual PC’s/Laptops

· Assisting teaching staff with demonstrations and supervision of pupils as necessary; supporting learning using IT as appropriate

· Preparing IT materials and equipment for group and individual projects, using appropriate software

· Ensuring regular routines (including backup) are documented and carried out daily (or as required), dealing with any failures that occur, liaising with external support agencies as necessary.

Stock Control

· Maintaining inventory of IT equipment, consumables and software, ensuring new stock is security marked and asset register updated as appropriate.
· Maintaining asset register on all records of software and hardware
· Centralised documentation of site system and access

Intranet/Internet/Virtual Learning and Teaching Environments (VLE and VTE)

· Support staff in the use of the internet and cloud based learning portals
· Assist staff in gaining access to the internet using appropriate software
· Liaise with the provider regarding the schools Broadband connection, ensuring it is fully operational at all times
· Assist staff in the use of the cloud applications and provide advice and support to students when required
· Provide training and instruction materials for staff as required
· Supporting with Facebook, Twitter, Website and PR for the schools at which you work.

New Technology

· Keep up to date with advances in new technology, offering support and advice through the ICT Lead on possible development in the school’s facilities
· Set up video conferencing lessons, maintaining equipment and ensuring it is fully functional in liaison with staff
· Assist staff with the use of fixed/mobile interactive whiteboards and setting up lessons for teaching staff when required
· Where projectors have not been replaced, ensure routine maintenance of projectors including half termly cleaning of filters
· Support the use of Interactive whiteboards and video conferencing equipment.
· Assist in the development, use and support of computerised administrative systems and Telephony system across the school.

New Network Users

· Create and administer the network users for any of the Romero schools

· Manage the GSuite and M365 users

· Management Information System

· Liaise with the relevant provider on the use of the MIS and other related software
· Support staff in accessing the cloud MIS portal

General

· Work with the ICT Curriculum lead and other members of the IT team to forward the use of IT in all Romero schools, including following and supporting implementation of Romero IT policies and procedures, as well as staff CPD.
· Continue to access CPD to improve knowledge and skills.
· Communicate and promote good health and safety practice to staff and students at all times
· Undertake regular health and safety checks of equipment and inform the Principal if there is evidence of hazard or danger
To be responsible and accountable for carrying out the duties of the post with due regard to the Romero Academy’s equal opportunities policy, health and safety law and to ensure that all duties which include the processing of any personal data are undertaken in accordance with the Data Protection Act 2018.

To undertake the duties of the post (particularly working with children) in a professional and responsible manner and in accordance with Child Protection requirements

Maintain an awareness of all legislation (eg Data Protection Act, Copyright Act, Computer Misuse Act, Health and Safety) connected with information and communications technology
To undertake any other duties and responsibilities within the range of the salary grade and nature of the post

And such duties as are within the scope, the salary grade and the spirit of the job purpose, the title of the post, and its grading. (Please refer to the Notes of Guidance for further clarification).

All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy.
Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 2018)

Responsible to:
Head of IT

Agreed by.................................................... Date ................................

Head of IT.................................................... Date ..............................

Review date: This job description will be reviewed in September 2021 but may be reviewed before this date should the duties change



	
	Essential
	   Desirable
	Evidence

	Qualifications/Education:
	
	
	

	GCSE’s – (Maths and English) or relevant Apprenticeship
	(
	
	A

	Knowledge, Skills & Experience:
	
	
	

	Liaise and communicate effectively by telephone and in person, with staff, pupils and adult education students with varying experience of IT, and to instruct and receive and pass information both formally and informally
	(
	
	AI

	To utilise various software programmes (e.g. word processing, databases, spreadsheets, desk top publishing) and hardware equipment, e.g. computers, printers, scanners, modems
	(
	
	AI

	To organise and priorities workloads
	(
	
	AI

	To disseminate knowledge and skills to others in a way that will help them become

increasingly independent in the use of IT equipment
	(
	
	AI

	Follow set procedures and work to guidelines as required
	(
	
	AI

	Undertake problem solving of hardware and software applications
	(
	
	AI

	To liaise with external services as required
	(
	
	AI

	Maintain a flexible and calm disposition in a demanding environment
	(
	
	AI

	To carry out task accurately and with speed
	(
	
	AI

	To lift and carry equipment
	(
	
	AI

	Computer hardware and software systems within a school setting
	(
	
	AI

	Personal Qualities:
	
	
	AI

	Diplomatic
	(
	
	AI

	Comfortable dealing with employees at all levels
	(
	
	AI

	Proactive
	(
	
	AI

	Collaborative, works well in a team
	(
	
	AI


This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A Disclosure and Barring Service (DBS) will be required prior to appointment. This Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy.  Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 2018
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