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JOB DESCRIPTION - ICT Support Engineer
Candidates are expected to spend time looking at the College website www.stclares.ac.uk which provides information about St Clare’s and the courses we offer.  The Recruitment section provides additional information about the College and the recruitment process. 

	JOB SPECIFICATION

	Title of Post
	ICT Support Engineer.

	Purpose of Role 
	Support staff and students with their IT needs, helping develop their IT environment to maximise each user’s potential. Maintain the department’s client devices and assist in the development and maintenance of our software systems including our intranet and Office 365 tenancy.

	Department
	The ICT department is made up of four posts: Head of IT, ICT manager, Systems and Network Engineer and ICT Support Engineer (this post).

We are responsible for the smooth running of:
· Wi-Fi network encompassing some 25 buildings and approximately 75 wap’s, currently using Aruba Wi-Fi solution.
· A local area network with a fibre gigabit backbone using Cisco layer 3 routing and WatchGuard firewalls. Distributed over 12 distinct networks joined via the internet using VPN technology.
· VMware virtual infrastructure running on HP Sans and servers over two geographically separate server rooms supporting redundancy, failover and disaster recovery.
· 20 virtualised servers mostly running Windows Server supporting Microsoft server applications such as Exchange, MSSQL, SharePoint, DFS and SQL.
· Approximately 75 Desktop PCs (Windows) used by administrative staff.
· Over a 100 laptops, Mac’s, iPads and tablets used by the academic community.
· 15 internet connections using modern VPN and routing protocols to create a wide area network over the college campus.
· Students supply their own IT hardware, laptops, tablets and phones which is also supported by the IT department.
· Third party software that enable the colleges business processes. This includes school management (Class), Financial Control (MS Dynamics Nav), payroll, catering management, door security control (Salto), HR management (Simply Personnel).
· Backups using Veeam and MS Data Protection Manager.
· Intranet via MS SharePoint providing departmental websites for academic and administrative dissemination of information to staff and students.
· Bespoke software that we have developed over the years using, ASP, PHP and MS-SQL databases.
· Office365


	Reporting Structure
	The ICT Support Engineer reports directly to the ICT manager. The role works closely with the Systems and Network Engineer and the Head of IT.

	Key Responsibilities


	
Support
· Act as the first point of contact on the helpdesk to the College’s user community. 
· Proactively support all users, with technological solutions to facilitate efficient use of IT in all areas of the college, by providing one-to-one training, demonstrations, solving user’s problems.
· Provide assistance when required in the use of the colleges AV systems in classrooms and halls.
Maintenance
· Configuration, maintenance, inventory and troubleshooting of all desktops, laptops, tablets and associated peripherals, to include managing a pool of devices ready for instant loan and upkeep of several common IT work areas. 
· Responsible for the monitoring and maintenance of the College’s centralized printing system and where necessary coordinating with external engineers.
· Ensure daily maintenance of the College’s MS Active Directory, Antivirus and automatic update systems facilitating a fully up to date and secure user working environment.  
· Maintenance of all audio visual equipment in classrooms meeting rooms and halls. 
· Configuration and maintenance of the college’s software systems that support HR, Student management, Accounts and Security amongst others.
· Manage levels of commonly used spare IT equipment purchasing from preferred suppliers 
· Issue staff ID cards upon instruction from HR, and student ID cards on instruction from the IT Manager or Admissions, and provide replacements and troubleshoot the system when necessary.
· Maintain an asset register of all computer hardware be it desktops, laptops, tablets and other peripherals.
Development
· Coordinate with academic and administrative staff to develop and maintain the college’s SharePoint based intranet system. 
· Provide creative solutions and tools to solve user problems and                                                     aid automation of the College’s systems.
· Facilitate the use of Office 365 within the college to help provide effective information sharing and collaboration.
Other
· Any other reasonable requests from the Head of ICT or ICT manager.




	TERMS AND CONDITIONS

	Terms of Employment
	1 Year fixed term contract

	Place of Work

	139 Banbury Road, Oxford, OX2 7AL


	Hours of Work
	9-5 M-F

	Probationary Period
	6 months


	Notice Period
	1 month


	Salary / Pay
	circa £25,000

	Holidays
	22 Days

	Pension
	Scottish Widows 

A contributory pension is offered through St Clare’s group personal pension scheme, following a 3-month deferment period.  The employer pays double the contribution of the employee, up to a maximum of 10% of gross salary, i.e. the employer pays up to 10%, and the employee pays up to 5%.  Employee’s contributions above 5% may be made, but do not attract a matching contribution from the employer.

	Life Assurance

	Support staff - Death in service benefit is four times annual salary

	Meal
	A free lunch is provided in the College dining room or The Sugar House café on working days and when students are in residence.


	Childcare Voucher Scheme
	The College operates a childcare voucher scheme

	[Specify any other benefits e.g. Professional development]

	

	PERSON SPECIFICATION
The successful candidate will have demonstrated the following essential (E) or desirable (D) skills and experience:

	Education and qualifications


	
Essential
· Educated to at least A-level or equivalent

Desirable
· Degree or other similar higher level qualification in a relevant discipline. 


	Knowledge, skills and experience
	Essential
· Minimum 1 year experience working in a multisite user support role.
· Proven experience of varied client devices and software, to include MS-Windows up to and including version 10, Mac IOS versions, Windows tablets and iPads.
· Proven experience of Client device security, including user permissions, control, settings and antivirus. 
· Experience of Application and app management on client device to include MS-Office, app store control and automating deployment.
· Knowledge of Windows networking environment and Windows server versions 2008/2012, Active Directory, group policy and networked printing.
· A good understanding of computer networking.
· Experience of troubleshooting cabled and wireless networks.
·  A basic understanding of TCP/IP.
· Proven experience of web based technology, browsers, websites and content management systems.
· Knowledge of classroom display technology, projectors, interactive whiteboards, etc.

Desirable
· Experience of intranet content management systems preferably SharePoint.
· Experience with the use of office 365 and its assorted apps and sharing capabilities.
· Knowledge of scripting tools such as VBA and PowerShell.
· Knowledge of SQl databases and web based programming. 
· Experience of working in a teaching environment with an understanding of academics specific IT requirements.
· Demonstrates a keen interest in modern internet based communication tools and trends.


	Personal skills and attributes
	Essential

· Able to communicate well with all levels of staff and students, face-to-face, by phone and in writing.
· Willing to take ownership of other people’s IT problems and see them through to a resolution.
· Good at troubleshooting complex problems and using the Internet to investigate solutions.
· Organized, methodical, persevering, self-motivated, fast learner and patient. 





	References and Pre-employment Checks
St Clare’s is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  All offers of employment and contracts are issued subject to satisfactory references and outcomes on all necessary pre-employment checks including DBS records and establishing the right to work in the UK.  Some or all of these checks may have been undertaken before an offer is made.

Under the National Minimum Standards for Boarding Schools, we are required to follow the guidance in Keeping Children Safe in Education and undertake additional checks on employees.


	References
	Full written references and phone references on quoted references may be obtained before or after interview.  One referee must be your current or most recent employer.  References must also include the last place of employment where you worked with children or vulnerable adults.  References from friends or relatives will not be accepted.  Please ensure referees know they will be contacted and will respond promptly.


	Identity, right to work and qualifications

	Original documents confirming proof of identity, right to work in the UK and relevant qualifications will be required.

	Police checks / DBS
	Police checks / Disclosure and Barring Service checks will also be undertaken for which employees / prospective employees are required to provide information and consent.  Candidates who have lived and worked abroad in the last five years will be required to seek good conduct references, or the equivalent, from the countries in which they worked, as a pre-requisite of employment.  

	Health questionnaire
	Satisfactory completion of a health questionnaire.


	Prohibition order checks
	Prohibition order checks will be carried out for all teaching positions, including a check of any EEA sanctions or restrictions, and for senior management positions as appropriate.



	HOW TO APPLY

	Applications
	Applications must be made using the College’s standard application form which can be found on the College website at www.stclares.ac.uk/recruitment.

CVs will only be accepted if accompanied by a St Clare’s application form.

	Email
	Applications should be submitted by email to recruitment@stclares.ac.uk


	Post
	Alternatively, send to:
Recruitment, HR Department, St Clare’s, Oxford, 139 Banbury Road, Oxford, OX2 7AL

	Contact us
	Email: recruitment@stclares.ac.uk
Tel:     01865 552031

	Deadline for applications
	Monday 26th June 2017

	Interviews
	[bookmark: _GoBack]The interview process will include some testing of key attributes.
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