ST PAUL’S HIGH SCHOOL, BESSBROOK
JOB DESCRIPTION

POST TITLE:



ICT Technician 1 (SCP 6-13)

LOCATION:



St Paul’s High School, Bessbrook
Responsible to:


The School Principal through the Director of ICT
Job Purpose

To assist the Director of ICT in the development of ICT within the school and with partner schools, with particular reference to the needs of the Specialist Schools Development Plan.
Main duties and responsibilities

1. 
Provision and maintenance of ICT facilities and resources
1.1
Ensure that the school owned computer systems and peripheral devices are maintained in good working order.

1.2
Co-ordinate repair of all ICT related equipment.

1.3
Liaise with authorised repair agencies as necessary.

1.4
Assist in the installation of ICT related hardware and ensuring its successful operation.

1.5
Perform routine software operations as required.
1.6
Make back-up copies of software for security purposes as required.

1.7
Assist with the installation of software on any school managed network.
1.8
Assist with the installation of software on stand-alone systems.

1.9 Make minor alterations, where appropriate and copyright permitting, to software as directed.

1.10 Liaise with the managed service provider as required to support the maintenance of the Classroom 2000 system.
2.  
administration

2.1
Operate manual and/or computerised information systems in relation to administrative tasks associated with the area of work.
2.2
Maintain an inventory/records of departmental resources.

2.3 Assist in the ordering/purchasing, receiving, checking, storing and distribution of resources.

3. SPECIFIC DUTIES

3.1
Liaise with Director of ICT and ICT Support Manager in developing ICT throughout the school.
3.2
Providing ICT support to all Departments.
3.3
Report regularly to the Director of ICT and ICT Support Manager and complete a weekly log of all activities carried out.

3.4
Evaluate and review progress on a regular basis.
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