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‘The best education today, for the women of tomorrow.’
Job Advertisement
Role: IT & Data Technician
Full time/Part time: Full time, all-year-round
Working Hours: 36 hrs per week
Salary Grade: NJC Scale 6, SP18 to SP20 (currently £32,418 to £33,510 per annum)
Permanent: Permanent 
Reporting to: IT & Network Manager
[bookmark: _GoBack]Commencing: September 2023 (or sooner if possible)

We are seeking to appoint a highly motivated and pro-active IT & Data Technician to join its in-house technical department commencing as soon as possible.

The post-holder will work as directed by the IT & Network Manager, providing a support service to students and staff. They will be trained to support all aspects of ICT within the school. They will also work under the direction of the Deputy Principal (Data and Progress) and other members of SLT responsible for data.

Burntwood is a popular, highly successful, multi-cultural school. We put equality, safeguarding and inclusion at the heart of our ethos. Burntwood has a strong corporate identity characterised by our firm commitment to the UNICEF Convention on the Rights of the Child.

 We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. The successful applicant will be subject to pre-employment checks including an enhanced DBS check.

If this role is of interest to you, an application pack is available on our website: https://www.burntwoodschool.com/staff/current-vacancies/. Should you require any other details please contact our HR team at recruitment@burntwoodschool.com. 
Please apply via TES website www.tes.com or send completed application forms to recruitment@burntwoodschool.com 
The closing date for applications is Friday 14th July 2023 at 13:00.

The interview date is to be confirmed.

If you have not been called for interview by the end of the day on Friday 14th July 2023, you should assume that you have not been successful on this occasion. 

School Information
About Burntwood – An Academy for Girls

Thank you for your interest in working at Burntwood. We hope that the information provided here and on our website will help you with your application and give you a flavour of our school.

Burntwood is a highly successful academy for girls.  We are an 11-19 comprehensive school with 1,665 students, of whom 451 are in our mixed Sixth Form.  The majority of our students progress to our Sixth Form and the vast majority then on to university and higher education. 

Burntwood was rated as “Good” by OFSTED at our last Inspection in January 2020 and we are very proud to be one of only two secondary schools in London (and one of only 16 secondary schools in the United Kingdom) to have been awarded the highest level of the UNICEF Rights Respecting School Award: Level 2.  We also have Artsmark Gold, Sportsmark and Healthy Schools status as well as SMSC Quality Mark and International Schools Mark.

We work in partnership with a number of higher education providers, local schools, and other educational bodies to enable our staff to access a range of different learning opportunities.  In recognition of the quality of our professional development we have been awarded the Professional Development Platinum Mark by UCL (Institution of Education).  

At Burntwood, staff work in a harmonious atmosphere with students who get on well together and happily respect each other’s cultural backgrounds.  They openly acknowledge and celebrate their different abilities and talents.  Students enjoy a wide range of extra-curricular activities including choir, orchestra, shows and sporting activities. 

Burntwood School was rebuilt in 2015 and the quality of the design of the School led to it winning the prestigious Stirling Prize for 2015. We are proud of our new state of the art learning environment which is fully equipped to enable us to continue to deliver an excellent education and broad and balanced curriculum to our students and the wider community.  

As a member of Burntwood staff, you would join a team of dynamic and committed professionals who work to develop enquiring, informed and resilient students who are able to meet the demands of a rapidly changing world.



Person Specification
Role: IT & Data Technician
Full time/Part time: Full time, all-year-round
Working Hours: 36 hrs per week
Salary Grade: NJC Scale 6, SP18 to SP20 (currently £32,418 to £33,510 per annum)
Permanent: Permanent 
Reporting to: IT & Network Manager
Commencing: September 2023 (or sooner if possible)

The person specification below outlines the key knowledge, experience, skills and qualities required for this position. Candidates will be expected to demonstrate knowledge and understanding of each area and to show evidence of having applied (or an awareness of how to apply) this knowledge and understanding in the school context. The selection panel will assess each candidate against the below criteria listed. 

	
	Criteria
	Essential
	Desirable

	Qualification

	1
	Professional ICT qualifications such as HNC or equivalent
	
	🗸

	2
	GCSEs or equivalents in English & Maths at grade 4 or higher
	🗸
	

	Experience & Knowledge

	3
	Experience using Windows 10 Operating Systems
	🗸
	

	4
	Microsoft Office skills
	🗸
	

	5
	Update, install and test new software
	🗸
	

	6
	To have good all-round information technology skills
	🗸
	

	7
	Make software available to appropriate users
	
	🗸

	8
	Install and setup new equipment in line with agreed requirements
	
	🗸

	9
	Maintain computer peripheral equipment such as printers and whiteboards
	
	🗸

	10
	Support computer hardware: upgrade components, diagnose and resolve hardware problems 
	
	🗸

	11
	Experience within the Education Sector
	
	🗸

	12
	Experience using SIMS
	
	🗸

	Personal

	13
	To have excellent inter-personal skills and be able to sensitivity communicate with people of different levels of expertise in the various schools
	🗸
	

	14
	To be able to work independently, using own initiative but also as part of a team
	🗸
	

	15
	Ability to deal with situations that may become confrontational in a calm and professional manner 
	🗸
	

	16
	The drive to keep up with new technologies
	🗸
	







Job Description
Role: IT & Data Technician
Full time/Part time: Full time, all-year-round
Working Hours: 36 hrs per week
Salary Grade: NJC Scale 6, SP18 to SP20 (currently £32,418 to £33,510 per annum)
Permanent: Permanent 
Reporting to: IT & Network Manager
Commencing: September 2023 (or sooner if possible)

The IT & Data Technician will be trained to support all aspects of ICT within the school. The technician will work as directed by the IT & Network Manager, providing a support service to students and staff. They will also work under the direction of the Deputy Principal (Data and Progress) and other members of SLT responsible for data.
Key Responsibilities (IT):
Hardware & Software
· To provide hardware and software technical support to staff and students, delivering a timely resolution in line with agreed deadlines
· To log and document service requests, recording actions taken to manage and resolve the request and provide feedback if issues cannot be resolved quickly
· To help with the deployment and maintenance of ICT / AV equipment and software.
· Connect, set up and check PCs and peripherals for normal operation.
· Perform routine maintenance tasks, including installing software packages and setting common options.
· To support printers in school, change toners and solve faults such as paper jams, etc.
· Detect, diagnose and resolve PC, peripheral and application errors.
· To comply with all requirements for the recycling of toner cartridges and other ICT / AV related materials (ensuring School is compliant with WEEE regulations at all times).
· Perform routine tasks to maintain user accounts and permissions.

Support & Training
· Respond to all software and hardware enquiries received via the IT helpdesk, email, telephone and in person
· Support staff and students in the use of ICT resources through direct interaction.
· Train, induct and advise students and staff in the operation of unfamiliar software and hardware or upgrades.

Administration
· Carry out stock checks of spare parts and consumable items, including printer consumables, and maintain an accurate inventory
· Report faults to outside agencies, prepare equipment for transit and monitor the repair process
· Undertake any other responsibility as directed by the ICT Network Manager or the school Principal, their Deputy or Data Manager.

Other
· Issue user accounts including Network and Email
· Ensure that all passwords, access and other ICT facilities are cancelled for all leavers, liaising with the H R & Office Manager
· Maintain School Website including ensuring statutory compliance; uploading text and pictures including current job vacancies; creating new link/ pages; posting out of hours emergency information e.g. an unexpected school closure.
· Information display screens: daily check for functionality and daily update for current information including the flag of the day, catering menus, and other day to day information.
· Help manage Office 365 (Teams, Exchange, SharePoint and OneDrive) learning platforms, including changes and permissions: update content on request; assign staff and student permissions.


Key Responsibilities (Data):
Data Administration
· Inputting and extracting information within the MIS – School Information Management System (SIMS)
· Create custom reports using SIMS report builder tools (including creating grade sets, aspects and relevant formulae), for the export of KS3/4 academic grade sheets and reports 
· Ensure marksheets are formatted appropriately for staff ahead of data collection deadlines
· Check completion and accuracy of data for production of progress reports and distribution to parents/carers via Parent App and text
· Import and manipulate large volumes of student information, pupil progress and attainment data 
· Deal with internal and external queries regarding performance data and SIMS support and provide administrative and technical support during reporting sessions
· Assist in the collection and correlation of data for the DfE, Exam Boards and Local Authority
· Using third party websites to export and import assessment data, including Sisra and FFT aspire
· Assist in data entry into Nova-T in order to support timetabling
· Ad hoc tasks that may be required from time to time.

General
· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to children protection and safeguarding children
· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.
· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
· Enthusiasm and a willingness to learn

Safeguarding
· Be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the role within the organisation.
· Be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the role.
· Ensure that the line manager is made aware and kept fully informed of any concerns in relation to safeguarding and/or child protection.

Data Protection
When working with computerised systems to be completely aware of responsibilities at all times under the Data Protection Act 2018 for the security, accuracy, and significance of personal data held on such systems. Be mindful of how data is handled and seek consent and guidance from line managers or designated leads before sharing or storing confidential information.

Equal Opportunities
Actively support the School Equality Policies. To take responsibility, appropriate to the post for tackling racism and promoting good race, ethnic and community relations.

Health and Safety
Employees are required to work in compliance with the school’s health & safety policies and under the Health & Safety at Work Act, ensuring the safety of all parties they come into contact in premises or sites controlled by the school.

Safer Recruitment 
The school is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. Appointment is subject to an enhanced Disclosure and Barring Service (DBS) check and satisfactory references. In line with Keeping Children Safe in Education (KCSIE), the school may consider carrying out an online search as part of due diligence on shortlisted candidates, in order to identify any safeguarding or suitability issues.

Additional Information
The main duties and responsibilities indicated are subject to the general duties and responsibilities contained in the written statement of particulars of employment (the contract of employment). Other duties of an appropriate level and nature may also be required, as directed by the Principal and Head of Cluster. Please note that the post holder may be required to work outside of normal school working hours for school events, meetings and emergencies. The job description may be reviewed annually in the light of those changing requirements and in consultation with the post holder and Principal.
















______________________________________________________________________________________
I have carefully read and understand the contents of this job description. I understand the responsibilities, requirements and duties expected of me (to be signed if appointed).

Print name: 
Sign: 
Date:
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