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Job Title:
IT Support Assistant
Grade:
Scale 4
Status/Hours:
37 hours, term time + 5 days 

Line Manager:
IT Development Manager and Data Protection Officer
Strategic Purpose

Working with the IT Support department assisting in meeting the aims and objectives of the school; to support the department to ensure all IT Services are of a high-quality standard. To maintain accurate and up to date documentation and to be innovative in driving forward the objectives of Crossley Heath School through the use of IT technology, services and solutions.
Management of IT Services:
· Support all students and staff in the use of IT services.
· Perform routine maintenance schedules and safety checks.
· Assist with ensuring all network services are up and running.
The Management and Effective Operation of all IT Services Including:

· To maintain a calendar of school events that require AV support and communicate with the Senior IT Technician.
· To maintain a calendar of exam laptops requests and communicate with the Senior IT Technician.
· To maintain a calendar of IT Room bookings.

· Ensure the inventory of the SEN, Staff and Exam laptops is up to date.
Regular monitoring and maintenance of IT Services:
· Plan and manage an appropriate maintenance procedure for ICT equipment.
· Manage and maintain the IT inventory.
· Ensure consumables are sourced and that stock does not run below the minimum requirements.
· Ensure all IT Services are kept in good working order.
· Carry out routine IT maintenance checks.
· Set up, maintain and remove user accounts on Arbor, Active Directory, Office365, Net2, Inventry and biometrics.
Process and security:
· Maintain up to date inventories of hardware & software; security marking and labelling of equipment.

· Issue all staff and sixth formers with ID badges
· Assist with ensuring computers are kept up to date and virus/malware free.
· To restore files from backups.
· To perform weekly checks to ensure IT fire safety equipment is in working order.
· Update the school website as and when requested.

Other:
· Use own initiative to identify work and problems - take personal responsibility for making things happen.
· Review own work and procedures and improve when necessary.
· Work closely and effectively with all key stakeholders.
· To appreciate and support the work of other professionals.
· To inspire, encourage and help all staff and pupils get the most from their use of IT.
· To contribute to the overall ethos/work/aims of the school.

· Maintain a high-level of confidentiality at all times.
· To be aware of, and comply with, policies and procedures relating to child protection and safeguarding, reporting any concerns to the Designated Safeguarding Lead.
· To be aware of, and comply with, health & safety; security; confidentiality and data protection policies and procedures reporting all concerns to an appropriate member of senior leadership team.
· To support the Academy’s Equality and Diversity Policy.
Associated Duties:

· Participate in professional and personal development programmes as required, including training and performance review.

· To actively seek out training and keep abreast of current trends and developments within the IT industry.
Any other duties as reasonably requested by the Head Teacher and consistent with the overall level, nature and grading of the post. This Job Description and the allocation of the particular responsibilities defined within it may be amended from time to time.
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