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ROLE PROFILE FORM 
Section A  
	Role profile ref no: 
	01565 

	Department/Section: 
 
	Education (Schools) 

	Role Title: 
 
	[bookmark: _GoBack]ICT Technician

	Reports To - 

	ICT Network Manager

	Role Purpose: 

 
 
	To improve the effectiveness of teaching and learning in the college by supporting staff in the use of ICT in the curriculum 


 
Section B - Organisation  
Assistant Principal

                                                  Other staff in the college

                                                         ICT Network Manager

ICT Technician







Section C - role requirements 
	  Accountabilities 
	 Accountability Statements 
	% of Time 

	Support to staff 
	Support new staff induction, training and set up 
Liaise with staff on a daily basis to support the efficient use of ICT equipment in the college
Support teaching staff in the use of ICT based activities and aid groups of students in the use of ICT 
Set up new users on networks when required
	65 

	Equipment support 
	Proactively ensure that ICT hardware is operational for each day 
Maintain an inventory log of hardware damage/issues 
Evaluate new software 
Support of curriculum software
Troubleshoot problems which staff have experienced and resolve where possible - this covers basic maintenance 
Clean hardware regularly 
Liaise with ICT support teams as necessary 
Check, set up and install new equipment
Participate in discussions with users to understand their ICT requirements and recommend solutions to meet their needs in terms of hardware and software

	25 

	Administration 
	Ensure the security marking and recording of all new hardware and maintain inventories of all equipment in the college, service and maintenance arrangements 
Identify when stocks of computer consumables reach re-order levels and order fresh supplies 
Maintain an awareness of new ICT products and services and ensure that information is shared within the college
Troubleshoot software problems, including compatibility across different versions
Install network software as well as stand-alone software, liaise with support staff to ensure smooth integration onto all PCs including lap-tops for use by students and staff
Monitor security and privacy and virus guard updates
Ensure confidentially of users data in accordance with Data Protection Act and GDPR 
	5

	Corporate and statutory initiatives - equalities/health and safety/e-government/ sustainability 
	Support compliance of HCC and college policies and procedures, including the Data Protection Act 
	5 




	Section D -The key decision-making areas in the role

	Stock - re-order consumables when stocks levels are low. Deciding on which suppliers to use to ensure best value 
To keep abreast of ICT technology developments relevant to the appropriate age ranges of the college and contribute to ICT improvement plan. 


	Section E – The main contacts – external/internal customer contacts and purpose 

	Line manager and SLT – daily liaison on practical job-related issues 
Teaching & support staff – support in the use of ICT, including during lessons
Students – contact with students in classroom and office 


	Section G - Working conditions – environment, and physical effort or strain. 

	Moderate degree of physical effort involved specifically moving and handling of heavy items of computer equipment.


	Section H - Context/additional information  

	Role holders will occasionally be required to attend training to keep their skills and knowledge up to date. 
There is a particular responsibility to maintain high standards of health and safety in order to ensure that students and staff are protected from various hazards within the framework of relevant risk assessments. 




Progression in role
	Section I - Entry: Necessary role-related knowledge, skills and experience at selection

	Understanding of computer hardware and an ability to diagnose minor faults and rectify where possible
Knowledge of various software
Good communication skills
Good interpersonal skills and ability to communicate and explain technical information in a clear and
simple way

	Section J – Initial induction/training required to become effective in the role

	Estimated time to become operationally effective 3 months
In service training courses - use of the internet, technical troubleshooting etc
Appropriate health and safety training
‘Work shadowing’ as part of induction period to become familiar with main aspects of role
Familiarisation with the college environment and college/HCC procedures
Familiarisation with college computer equipment

	Section K – Operationally effective: How would effectiveness in role be demonstrated?

	Ability to follow line manager’s instructions with a minimum of guidance
Carrying out maintenance activities without instruction
Able to promote and enhance the college’s use of ICT to the benefit of users
Able to resolve routine problems quickly and efficiently

	Section L - Adding value: What characteristics will the advanced role holder demonstrate?

	Ability to work effectively and relatively independently without daily supervision
Operating as a point of contact in the college on ICT resources, technology and equipment 
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