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Job description: IT SERVICES TECHNICIAN
	
	
Status
	
Permanent 


	
Base
	
Waterloo Centre 
Post holder will be required to work across College sites and at other locations 

	
Grade
	
Salary Scale APT & C 20 -24


	Salary
	
£25,991 - £28,800 inclusive of London Weighting 

It is our policy to normally appoint at the bottom of the salary scale

	
Hours of work 
(per week)
	
36 hours per week working 5 shifts spanning Monday Saturday during term time.

Early and late shifts are undertaken on a rotation basis. During term time this would normally be Monday to Friday, 8:30am to 4:30pm or 12:00pm to 8:00pm. Saturday shift times are normally 9am – 5pm.

Staff are required to work on a rota for the Sundays that the College is open for business. This work will be undertaken on a compulsory overtime basis and will be in excess of the 36 hours per week normally worked. Sunday shift times are normally 9am – 5pm.
  
Outside of term time, hours of work would normally be Monday to Friday, 9:00am to 5:00pm.

Additional hours may be required to support College events and service improvements, or to restore key services. Time off in lieu will be given in accordance with College policy.


	
Reports to 
	Umai Srithayalan


	
Manager to 
	Not applicable




	ROLE PURPOSE


	To deliver, support, secure and enhance computing, audio-visual and reprographic services that improve the effectiveness of learning, teaching and assessment and College events.





	MAIN ACCOUNTABILITIES


	1. To ensure computing, audio-visual and reprographic resources, including those available in general classrooms and specialist teaching and performance spaces, are well maintained and supported.

1.1. To administer the resource booking system and to maintain effective communication within the team to ensure that agreed booking requirements are met.
1.2. To install, maintain and support computing and audio-visual resources in classrooms, studios and performance spaces, co-ordinating desktop computing and network resources and working with external suppliers as required.
1.3. To maintain and support photocopier and reprographic resources, co-ordinating with other team members and working with external suppliers as required.
1.4. To provide, maintain and support a range of portable resources including digital video and still cameras, and portable digital recording equipment.
1.5. To provide, maintain and develop resources to support learners with a disability including visual magnifiers and hearing loops.
1.6. To asset tag and record equipment inventory details and to undertake scheduled audits to maintain accurate records.
1.7. To ensure the safe recycling or disposal of equipment in accordance with the College’s asset lifecycle and data protection procedures.
1.8. To monitor, replenish and recycle consumables as required.

2. To provide a range of digital media resources and related services to support learning, teaching and assessment, including the use of video for online learning.

2.1. To administer, support and promote the ClickView and Microsoft Streams online video environments including content libraries, channels and groups
2.2. To install, configure and maintain the digital signage system including display screens, set back boxes, software and content, working with external suppliers as required.
2.3. To install, configure and maintain the web conferencing, streaming media and screen sharing systems, including WebEx, Teams and Click Share
2.4. To provide support for transfer, duplication and editing of audio-visual content, adhering to copyright agreements at all times.

3. To provide an outstanding, customer focused technical support service with timely feedback to users, adhering to Service Level Agreements and ensuring that accurate records of incidents and service requests are maintained.

3.1. To respond efficiently to incidents and requests for service received via telephone, e-mail or in person, and to maintain meaningful records on the IT Service Desk. 
3.2. To diagnose and resolve faults according to agreed service levels and priorities, invoking external maintenance as required.
3.3. To provide timely feedback to users on the progress of outstanding incidents and service requests, and to communicate effectively.
3.4. To proactively monitor the performance and capacity of digital media, audio-visual and reprographics resources, and to recommend or organise remedial action.
3.5. To work flexibly and assist with desktop and network support where required.
3.6. To maintain a safe and well organised working area.

4.  To provide relevant and accessible technical guidance and training for staff 

4.1. To develop online video content to support the use of IT services, co-ordinating with other colleagues and 3rd parties as required.
4.2. To produce and maintain technical guidance for all users of College IT services, including help sheets, user guides and knowledgebase articles.
4.3. To provide staff inductions and guidance on use of supported IT resources, either individually or in small groups. 
4.4. To keep informed of relevant technological changes and innovations, suggesting improvements that could enhance the delivery of IT services


	General responsibilities

	

	1.
	To work in a manner that adheres to and furthers the College’s values.

	2.
	To attend relevant training and meetings as required.

	3.
	To be committed to Continuous Professional Development (CPD), meeting any annual requirement for CPD / scholarship and to keep up-to-date professionally.

	4.
	To contribute to the effective management and promotion of equality and diversity.

	5.
	To work in accordance with the Health & Safety at Work Act, ensuring the College is a safe environment for staff, students and visitors.

	6.
	To work at all times in accordance with Morley College London’s policies and procedures and Staff Competencies Framework.

	7.
	To carry out such duties as may be required from time to time by the college that are appropriate to the grade of the post.



	GENERAL COLLEGE RESPONSIBILITIES 

	
Safeguarding children and vulnerable adults:
The post holder will be expected to promote with staff and students the importance of safeguarding the welfare of children and vulnerable adults they are responsible for and come into contact with

This job description is not exhaustive and as such the post holder is expected to be flexible. Any changes of significance will only be made following a discussion with the post holder




	WORKING WITH

	The post holder will develop productive working relationships across the College. In particular this role will work closely with: Student Services, People Operations, Facilities, Marketing (Events) and MIS (Rooming).



	DBS STATUS

	This post is exempt from the Rehabilitation of Offenders Act 1974 and is regulated activity.  The post holder will be required to obtain an Enhanced DBS Disclosure, including an ISA barred list check.







	PERSON SPECIFICATION



	Job Title: 
	IT Services Technician

	Essential Criteria:

	· 5 GCSEs (Grades A-C) including Maths and English or equivalent. 
· Microsoft Windows 10 and Microsoft Office 2016/365 certification or equivalent knowledge and experience.  
· Apple Mac OS X certification or equivalent knowledge and experience, preferably server and desktop 
· At least two years’ experience in a similar role a significant part of which should involve working with a service desk.  
· Experience of the setup, maintenance and support of digital cameras, audio recorders, and signage system
· Experience of administering and supporting Adobe Creative Cloud software. 
· Experience of installing, configuring, maintaining and supporting a range of computer hardware and software. 
· Experience of working with 3rd parties to deploy, configure, support and maintain computing and audio-visual services.  
· Well-developed trouble-shooting skills, able to understand and make use of diagnostic and support tools. 
· Excellent working knowledge of audio-visual resources including data projectors, cameras, interactive whiteboards.
· Proven ability to work effectively under pressure and a systematic approach to a range of priorities
· Excellent inter-personal skills, able to work effectively with staff at all levels and develop good working relationship with staff, students and external clients , 
· Excellent communication skills with the ability to convey technical instructions in an accessible manner.
· Able to suggest service improvements, implement changes and adapt accordingly 
· Have a commitment to and be able to demonstrate knowledge of health & safety and equality and diversity as appropriate to the post.
· A clear understanding of Safeguarding and Prevent and the ability to create and sustain a learning environment in which the safety and welfare of children and vulnerable adults is paramount

	Desirable Criteria

	· ITIL Foundation Certificate.
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