
 
 

Job Description 

 
Job Title:  Senior ICT Technician 
 
Location:  The Oakwood Academy 
 
Hours of Work: 37 hours per week, all year round 
 
Responsible to: Assistant Operations Manager 
 
Post Objective:  To maintain, develop and improve the computer network, 

supporting staff, students and parents in their use of ICT across 
the academy.  

 
 

Main Duties and Responsibilities 
 

ICT Network Provision 
 
To take responsibility for the successful delivery of hardware-related tasks: 
 

 Administration of the ICT Equipment Loan system. 

 Helping staff to set up ICT equipment including PC’s, laptops, projectors, 
amplifiers and interactive whiteboards. 

 Maintenance tasks, e.g. upgrading and maintaining PC’s, staff laptops, 
cleaning equipment, replacing toner cartridges in printers. 

 Routine tasks, e.g. monitoring equipment loan system, daily setup of ICT 
rooms. 

 Fault-finding operations, e.g. resolving hardware faults, clearing printer jams, 
liaising with external support agencies as required, e.g. RM, School Service 
Desk, Tasc Software and Cunninghams to resolve faults speedily. 

 Installation and setup of new equipment e.g. laptops, desktops, projectors, 
digital cameras, scanners, printers, video editing equipment. 

 Support staff and students in use of ICT resources e.g. PC’s, laptops, 
projectors, digital cameras, camcorders and biometric systems. 

 Assist with annual system maintenance, including archiving student data, 
mass imports for user accounts across multiple systems, system year ends. 

 Assist in maintaining Microsoft’s virtual machines servers, maintaining, 
monitoring and upgrading specifications. 

 Plan and configure the network infrastructure. 

 Administer port switching for network access control on HP switches. 

 Review hardware specifications and plan upgrades. 



 
To take responsibility for the successful delivery of software-related tasks: 
   

 Installation, configuration of new/upgraded software. 

 Produce and offer training and ad-hoc instruction to staff users. 

 Monitor and suport IP services. 
 

ICT Support 
 

 Monitor the Whole School Helpine via RM. 

 Determine the course of action and carrying out tasks to resolve support 
requests in accordance with service level policy. 

 To ensure support calls with external support companies for both hardware 
and software issues are logged, and resolving issues with external support 
engineers. 

 To provide technical assistance at extra-curricular events. 

 Restore lost data 
 
ICT Administration 
 

 Maintain ICT inventories, logging information as required.  

 Assist in writing policies regarding access to the internet and data on the 
school network, ensuring data held on the school network is secure and 
accessibly only to designated users. 

 Ensure safe and secure access to the internet by staff and students alike, via 
user account and work station policies. 

 Ensure the completion of data back up and archiving as required.  

 Obtain quotes and order items as required by the department. 
 
General  
 

 Attendance at staff meetings and INSET activities where relevant. 

 To uphold and actively support the academy’s policies and procedures. 

 Undertake any other duties which might be reasonably be regarded as within 
the responsibilities of the post, subject to the proviso that any changes of a 
permanent nature shall be incorporated into the job description in specific 
terms.  

 
 


