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Holy Family Catholic High School


IT Technician Apprentice

Level 3

Job Description

Job Outline

Department


Education - Sefton Council 
Division / Location

Holy Family Catholic High School  

Title of Post
IT Apprentice 

Grade 
Apprentice (Level 3)
Hours
30 (Term Time only)
Responsible To 
Technician Manager/ Business Manager  

JOB PURPOSE 

Effectively deliver day-to-day support and assisting other team members building knowledge of the Network Infrastructure and technology systems. 

MAIN DUTIES 

Install and configure new hardware and software in line with current standards and policy and level of training and expertise. 

Assist in the installation, configuration and maintenance of hardware and software.
Assist in the installation, modification and installation of the school’s VLE/website systems. 

Assist in posting school news and events to social media e.g. Twitter, Instagram 

Ensure that records and logs of all such faults are maintained and provide summary information when requested. 

Assist the team in the day-to-day operation of the local and wide area networks used by the School 

Ensure that adherence to security and back-up procedures is maintained. 

Ensure the maintenance of network user identifications and authorisations. 

Ensure Policies and procedures are adhered to at all times and updated when necessary 

Effectively maintain inventories of all hardware and software used within the school  

Provide cross cover with other team members as appropriate to deliver a consistent support function across all ICT rooms. 

Assist pupils and staff on the use of the local and wide area network plus associated Microsoft applications.
Provide quality customer care.
Support for the School
· Be aware of and comply with school policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference to help ensure everyone has equal access to the services of the school and feels valued, respecting their social, cultural, linguistic, religious and ethnic background.

· Contribute to the school ethos, aims and development/improvement plan.

· Work as part of a team, appreciating and supporting the role of other people in the team.

· Attend and participate in meetings as required.

· Undertake personal development through training and other learning activities, including performance management as required.

· In conjunction with the line manager, take responsibility for personal professional development, keeping up-to-date with research and developments related to school efficiency, which may lead to improvements in the day-to-day running of the School.

· Maintain a professional portfolio of evidence to support the Performance Management process - evaluating and improving own practice.

Note
This is not a comprehensive list of all tasks which may be required of the postholder. It is illustrative of the general nature and level of responsibility of the work to be undertaken, commensurate with the grade.

Signed: __________S Thomas_______________________________________

Date:     _____14th July 2020 ____________
