
Eggbuckland Community College Academy Trust 
 

Job Description 
 
 

Job Title:  Junior ICT Support Technician  
 
Hours: 1566 total hours including INSET Days 

Monday – Thursday 08.00 – 17.00, Friday 08.00 – 16.00  
(1521 hours, 39 Hours per week, 39 weeks per annum term time) 
Remaining 45 hours per annum to be worked by prior agreement at other times 
during holidays 

 
Grading:  Grade B 

 
Responsible to: ICT Support Manager 
 
The following is only an outline of the duties and responsibilities of the post, which may change from 
time to time.  This job description may be altered from time to time following consultation with the 
post holder in line with the changing needs of the Trust.  In all its activities, the Trust follows a policy of 
continuous improvement. 
 
The main duties of the post are as follows.  In all activities, the post holder will not attempt to carry out 
tasks beyond his/her competence and/or training. 
 
The post holder will: 

General  
1. Supply 1st line support to staff and students and ECCTS customers. 
2. Be responsible for promoting and safeguarding the welfare of young people s/he is responsible for, 

or comes into contact with. 
3. Carry out daily checks of ICT Suites and all loan iPads. 
4. Provide support to the ECCTS Customers remotely and on-site. 
5. Assist the ECCTS customers in planning and execution of extensions, additions and re-arrangements 

of the ICT infrastructure. 
6. Assist in the management of all ICT resources, equipment and software to meet the curriculum and 

administration needs of ECCAT and ECCTS customers. 
7. Maintain and provide support for all aspects of ICT equipment and software. 
8. Log, process and escalate all ICT Support Helpdesk requests via ticketing system. 

 

Customer Service 
1. Maintain a high standard of ICT Support to all ECCTS customers. 
2. Ensure tasks are completed within SLAs and processes are detailed in the support knowledgebase. 
3. Facilitate clear and professional communication with all ECCTS customers. 
 

Software 
1. Install and test new software and undertake problem-solving to ensure efficient working. 
2. Make software available to appropriate users by amendments of system Menus. 
3. Keep all electronic devices patched and OS installs up to date.  



4. Install and maintain apps on tablet devices. 
5. Maintain a driver library. 
6. Maintain secure storage and recording of media, licences, manuals and installation information. 
7. Setup servers under the guidance of senior ICT Support staff 
8. Setup workstations and laptops. 

Hardware 
1. Check new ICT equipment on arrival, security mark, and record details the ECCTS inventorys. 
2. Maintain computer peripheral equipment such as scanners, printers, whiteboards, and projectors as 

directed. 
3. Carry out repairs of network and AV sockets. 
4. Maintain data cabinets and network infrastructure 
5. Assist with the periodic audit of ICT equipment. 
6. Assist in transferring equipment at customer sites or within the Trust setting. 

Network Management 
1. Set up, maintain and remove network user accounts and groups where appropriate. 
2. Set up and maintain e-mail accounts. 
3. Monitor network backups for customer sites. 
4. Carry out routine network maintenance tasks as appropriate. 
5. Ensure the anti-virus software is installed, kept up to date and working properly  
6. Assist with the configuration of images or standard installation of workstations/laptops/servers. 
7. Evaluate and test new hardware, software and server equipment. 
8. Liaise with ICT Support Manager/Assistant ICT Support Manager on Network upgrades/changes. 
 
Undertake tasks of a similar nature within the capacity of the post-holder, as requested after discussion. 
 
 
18th November 2020 
Mark Orzel 
ICT Support Manager 
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