	Job Description


	


	Job Title: Technical Officer
	Department: Pupil Referral Units 



	Division:  Tunmarsh School and New Directions PRU

	

	Grade:     SO1
	Date last updated: Feb 2019



	EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our equality and diversity policy in the course of their work.


Overall Purpose of Job

To undertake a range of ICT support / technical functions for the Pupil Referral Units and pupils supported via the PRUs Outreach Service.
Job Context

· The post holder reports to Assistant Strategic Finance and Business Manager
· The post holder has responsibility for spending allocated funds from the ICT consumables budget. 
· The post holder may be required to work occasional evenings, weekends and public holidays in order to meet service requirements.
· The post holder has no line management responsibility.
Key Tasks and Accountabilities:

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the post holder.  This is not an exhaustive list of all tasks that may fall to the post holder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

To undertake all responsibilities listed below:
1. To act as the key point of contact with external service support providers.
2. To manage all work processes related to computer systems on the servers including installation of operating systems and software, upgrading and maintenance of operating systems and back up of files.

3. Setting up staff email and printer accounts, providing routine support for the maintenance of such equipment and safe storage of hardware and software.
4. Troubleshoot system and network problems diagnosing and solving faults.
5. To provide routine support for the installation and maintenance of hardware including free standing machines and laptops and maintain these securely.
6. To organise and be responsible for the organisation of an efficient ICT loan systems and the maintenance of records relating to software, hardware and relevant licences.
7. To work with staff to develop their skills in the use of all IT including audio visual aids.
8. To provide technical support so that pupils wherever educated within the PRU can access ICT.
9. To organise and deliver training and on going support in the use of ICT programmes and equipment.
10. To produce a range of training materials e.g. film footage, DVD materials in liaison with other staff.
11. To select ICT equipment and raise orders electronically, monitor spending and reconcile orders in line with relevant procedures.
12. Supporting IT projects and the roll-out of new applications.

13. To manage and maintain the IT asset register and disposal of assets systems and protocols.
14. To actively maintain and develop up to date knowledge and skill in the field.
15. To participate actively in training and other in-service activities.
16. To undertake any other duties that are in line with the purpose and grade of the post as may be required from time to time.
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Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties, which may be required from time to time.

	IMPORTANT INFORMATION FOR APPLICANTS

The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.


	CRITERIA
	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.

	CRITERIA
	METHOD OF ASSESSMENT

	KNOWLEDGE:

· Knowledge of IT applications relevant in a school setting 

	Application Form / Interview 



	QUALIFICATIONS: 
· Good standard of literacy and numeracy 

· Ability to use IT programmes
· Willingness to learn about new IT systems
	Application Form / Interview 


	EXPERIENCE: 
· Experience in working in a customer focused or service delivery environment

· Experience of working in a school or other educational setting

· Experience of managing projects
	Application Form / Interview



	SKILLS AND ABILITIES: 
· Excellent organisational skills.

· Ability to develop and sustain partnerships.

· Excellent interpersonal/communication skills. 

· Ability to produce high quality reports and letters
· Ability to think logically

· Ability to determine what the problem is and present a clear solution
· Ability to work under pressure.  

· Ability to work with minimal supervision 

· Ability to work well with vulnerable children
	Application Form / Interview / 
 


	PERSONAL STYLE AND BEHAVIOUR: 
· Able to work co-operatively as part of a team.

· Able to demonstrate a strong commitment to public service.

· Having a high degree of integrity.

· Able to demonstrate fairness and openness.

· Strong commitment to team working. 

· Ability to work under pressure.
	Application Form / Interview 



	OTHER SPECIAL REQUIREMENTS:

This post is subject to a DBS check.

This post is exempt from The Rehabilitation of Offenders Act (1974).
Holidays should be taken during school holidays
Post involves working on more than one site and can include home visits / lone working

The post holder will require flexibility and resilience in order to be able to manage the demanding environment of working in a SEND setting. 


	Satisfactory clearance at conditional offer stage




Job Specification 

