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	Job Details

	School Name
	[image: ]Turton School 

	Job Title
	ICT Technician 

	Grade
	Grade D SCP 6-11 

	Primary Purpose of Job
	To work as part of a team of ICT technicians who provide in house ICT support for the school. 

	Responsible to
	Network Manager 

	Responsible for
	N/A

	Principal Responsibilities
	To deliver an ICT helpdesk for Turton School and to assist the ICT technician team in maintaining and developing ICT facilities. 



	Main Duties

	1. 
	Manage the school’s helpdesk provision, ensuring timely resolution to requests and problems and provide regular status updates. 

	2. 
	Provide high-quality user support in all areas of the school’s ICT systems. 

	3. 
	Maintain an equipment register for all ICT equipment.

	4. 
	Organise and supervise the school’s ICT and data systems, contributing to the planning, development and monitoring of ICT support services. 

	5. 
	Support and implement ICT-related projects that help to modernise ICT in line with current developments in technology.

	6. 
	Participate in training and professional development opportunities as required.

	7. 
	Undertake additional ICT responsibilities and support in any other duties as required.

	8. 
	Assist the network manager in the procurement of ICT equipment.

	9. 
	Assist with the maintaining the school’s management information system (MIS), ensuring faults are identified and resolved in a timely manner. 

	10. 
	Liaise with staff, pupils and suppliers to support the department and school’s aims and objectives. 

	11. 
	Promote the effective and appropriate use of school ICT equipment to staff and pupils. 

	12. 
	Contribute to the school’s ICT development plan to ensure effective and timely implementation within allocated areas of responsibility.

	13. 
	Maintain access information for information systems and assist the administrator for all domain users and email accounts. 

	14. 
	Keep up-to-date with developments in ICT and update practices where necessary.

	15. 
	As part of the ICT technician team, undertake maintenance of all ICT hardware, software and the school’s network.

	16. 
	As part of the ICT technician team, carry out regular testing on all ICT facilities and software.

	17. 
	Assist in the deployment of hardware, software and any other ICT equipment, ensuring they are safe before use. This involves working under desks and at height on ladders. 

	18. 
	Repair and maintain ICT equipment to maximise efficiency. 

	19. 
	Assist with the installation of updates on school software and hardware as they are available. 

	20. 
	Maintain a database of all software licences, ensuring all software is properly licensed. 

	21. 
	Be aware of relevant government and school policies, and the school’s responsibilities under these, when delivering ICT services, including those on safeguarding, health and safety and data protection.

	22. 
	Ensure the correct disposal of damaged equipment in line with current procedures and legislation.

	23. 
	Keep up-to-date with, and provide support on, the main software packages used within the school.

	24. 
	Set up equipment to support the delivery of the curriculum.

	25. 
	Assist in providing advice and training to staff on ICT software where required.

	26. 
	Troubleshoot issues on staff and pupil computers, such as software, hardware, configuration and user errors, and ensure these are dealt with in a timely manner.

	27. 
	Support and contribute to the overall ethos of the school.

	28. 
	Ensure all data is handled, stored and disposed of in accordance with the Data Protection Act 2018 and the UK GDPR. 

	29. 
	Install software to ensure the safety of school data and report any breaches to the DPO.

	30. 
	As part of the ICT technical team, be responsible for the school’s data management software, including fault resolution, updates, data backups and transfers.



The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated, at the discretion of the Head Teacher and to meet the needs of the school.
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	Person Specification



	Job Details

	School Name
	Turton School

	Job Title
	ICT Technician

	Grade
	Grade D SCP 6-11



Stage One
The minimum essential requirements for the above post are as follows. Please try to show in your application form, how best you meet these requirements. Disabled candidates are guaranteed an interview if they meet the essential criteria.

	Skills and Knowledge
	Method of Assessment

	1. 
	Good knowledge of: Windows desktop, Microsoft Office, Current ICT Protocols and Standards, Data Protection Requirements & Troubleshooting Hardware.
	Application Form/Interview

	2. 
	Working knowledge of Networking infrastructure, firewalls and switches.
	

	3. 
	Experience of installing, maintaining and repairing computers and other ICT related equipment.
	Application Form/Interview

	4. 
	Ability to communicate effectively with people both face to face and over the phone
	Application Form/Interview

	5. 
	Ability to explain technical matters to people without using ‘technical jargon’
	Application Form/Interview

	6. 
	Ability to work calmly under pressure with conflicting priorities.
	Application Form/Interview

	7. 
	Ability to work as part of a team.
	Application Form/Interview

	8. 
	Ability to work on one’s own initiative.
	Application Form/Interview

	9. 
	Ability to work to and maintain procedures.
	Application Form/Interview

	10. 
	A keen interest in ICT and an ability to maintain an awareness of developments in ICT
	Application Form/Interview

	11. 
	Reliable and have good attendance 
	Application Form/Interview

	12. 
	Competencies
Please note the school’s competencies, which are considered to be essential for all roles, are in the attached Core Competencies document.
	Interview



Stage Two
This will only be used in the event of a large number of applicants meeting the minimum essential requirements. Please try to show in your application form, how best you meet these requirements.

	Skills and Knowledge
	Method of Assessment

	1. 
	A friendly and cheery disposition.
	Application Form/Interview

	2. 
	Whilst a formal qualification is not an essential requirement for this post, a qualification in ICT could be beneficial.  
	Application Form/Interview



	Version Control

	Person Specification prepared by:
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	Person Specification updated:
	10 March 2026




Core Competencies

These core competencies are considered essential for all roles within this school. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period.

Developing Self and Others
Promote a learning environment to embed a learning culture. Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development.

Equality and Diversity
Uphold the principles of fairness and the Equality Act 2010 in all undertakings as an employee of the school, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.

[bookmark: _Hlk147827733]Code of Conduct
Sets out behavioural expectations for employees towards colleagues, managers and the wider school. It emphasises open communication, professionalism, respect, and adherence to laws. 

Health and Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.

Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow school policies and procedures on dealing with personal information and information assets, including the Code of Conduct, Information Management, and ICT Acceptable Use. Personal or confidential data should only be accessed or used for school purposes.

Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.

Safeguarding
This School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure and Barring Service.

Energy Efficiency 
To be aware of the energy efficiency issues in own area of work and throughout the premises. 
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