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	Job Description

	Role Title

	Typically reports to

	IT Apprentice Level 3
	Network Manager

	Hours
    
	Grade
	Date of profile

	37 hours per week – 52/52 contract
Monday to Thursday 8.30am to 4.30pm and 4.00pm Friday with a 30 minute lunch break
	£7503.60 per annum
	September 2019 for 15 months

	Purpose of the role (job statement)

	To assist subject teachers in the delivery of the curriculum by preparing the teaching area and equipment for pupils.

To ensure that resources are in place that will allow for the effective use of IT across the school. The post holder will work with the Head of IT and Network Manager and all other staff involved in the delivery of IT to develop effective systems to manage resources and activities.

	Main Duties:-

	Support for Pupils
· Support pupils in accessing learning activities under the guidance of the teacher where appropriate.


	Support for Teachers

· Organise annual maintenance of equipment 

· Regular filing 

· Photocopying and distribution of general information 

· Inputting data using the school’s ICT systems 

· Create and maintain a purposeful, orderly and productive working environment 

· Maintain records as requested

· Ensure the health and safety and good behaviour of pupils at all times

· To manage the IT Department’s resources, ensuring the safe set up and maintenance of equipment.

· To assist the Head of IT to maintain an up to date inventory for the department’s equipment and manage this effectively to ensure all equipment in ready for use in lessons, enrichments, practises and competitions.

· To prepare and provide equipment and resources for curriculum lessons. To ensure that teaching areas and equipment are well maintained and organised. This will include the rotation of seasonal equipment.

· To undertake a number of administrative duties, with good ICT skills, helping ensure the smooth running and organisation of the department. This will include the use of Word, Excel, PowerPoint, videoing and photographing to help create resources for lessons.
Roles & Responsibilities (will include but not be limited to):
· The ability to diagnose and resolve problems associated with operating systems, networks, software, hardware, printers etc.
· Basic hardware fault finding of computer equipment and peripherals
· Software troubleshooting on Desktop PC’s
· Installation of new software and hardware
· Maintain all ICT equipment, record and perform regular safety checks
· Assist in system upgrades and system maintenance
· Liaise with third party suppliers such as IT support partners and vendors
· Support and develop the ICT asset management and mobile device management systems
· Remote Support to existing customers
· Setup and Support for Windows Servers in a Microsoft Hyper-V environment
· Scheduling and monitoring of system data backups and the ability to restore from these backups.
· Research & Development of new technologies
· Understanding and Developing internal systems
Full training and support will be provided throughout your apprenticeship by both Baltic Apprenticeships and Valley Garden Middle School.
Support for the Curriculum
· Monitor and manage stock and supplies, cataloguing as required

· Maintenance of specialist equipment:  check for quality/safety, undertake repairs/ modifications within own capabilities and report other damages/needs

· Demonstrate and assist others in safe and effective use of specialist equipment/ materials

· To support the IT Department’s aims and to carry out its policies.

· To support the Head of Department in implementing its Development Plan and any requirements identified under its self-evaluation procedures.

Support for the School
· Be aware of, and comply with, policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.

· To maintain high standards of professional behaviour towards colleagues and students.

· To lead by example and to follow the school’s dress code and code of conduct.

· To carry out duties in a friendly, helpful and professional manner.

· To have a flexible approach and to be prepared for the unusual.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings, as required 

· Participate in training and other learning activities and performance management, as required

· To safeguard and promote the welfare of young people

· To contribute to the delivery of the key outcomes of Every Child Matters:

· Be healthy

· Stay safe

· Enjoy and achieve

· Make a positive contribution

· Achieve economic well-being

General Duties

To undertake any other duties appropriate to grade of the post as directed by Line Manager or Headteacher.

	Responsibilities:-

	· be aware of, and comply with, 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 and ensure equal opportunities for all

· contribute to the overall ethos/work/aims of the school

· appreciate and support the role of other professionals

· attend and participate in relevant meetings, as required

· participate in training and other learning activities and performance development, as required.


	Person Specification – Teaching Assistant Supporting and Delivering Learning 

	Area
	Criteria

Requirement  - E = Essential - D= Desirable

Assessment by Application =A  Interview process =  I
	R


	A

	Skills

Knowledge

Aptitudes


	· Ability to be an effective team member

· Ability to take initiative

· Willingness to undertake relevant professional development

· Flexible and forward thinking

· Ability to relate well to young people

· Good ICT, numeracy and literacy skills

· Very good interpersonal skills
· Positive ‘can do’ attitude
· Good timekeeping
· Lots of enthusiasm
	E
E

E

E

E
E
E
E

E

E
	AI

	Qualifications and Training
	· Good general education

· Good knowledge of IT
· Full, clean driving license
· GCSE in maths and English C or above
	E

E

D
	A


	Experience


	· Working as a member of a team and independently

· Working in a school environment 

· Working in a supporting role


	E

D

D

 
	A I



	Disposition
	· Able to work on own initiative and as part of a team with minimal supervision

· A friendly, positive and flexible approach
	E

E
	I

I


This school is committed to safeguarding and promoting welfare of children and young people. Please note this position will require an Enhanced disclosure from the Disclosure & Barring Service.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. This document must not be altered once it has been signed but will be reviewed annually.


Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

It is understood that areas of responsibility are from time to time subject to review and are negotiable in the light of the needs of the school and the professional development of the staff. This job description may be reviewed at the end of the academic year or earlier if necessary. In addition it may be amended at any time after consultation with you.
