Recruitment Information and Job Pack

ICT Technician
Grade 14, Points 4 – 6, £18,933 to £19,698
37 hours per week over 5 days
All year round + 23 Days annual leave
(term time only would be considered for the right candidate)

Closing Date: Friday 3 December 2021 at 12 noon
Interview Date: Friday 10 December 2021

Letter from the Head Teacher
Dear Applicant
Thank you for your interest in the above post. I hope you find the information in this pack of interest
and I look forward to receiving your application.
We are a very popular, oversubscribed and well regarded school where students achieve very well. We
offer a wide range of experiences and opportunities to our students in the firm belief that we have a
duty to develop a range of skills and attributes as well as achieve examination success. We work very
hard to develop ‘an international citizenship’ dimension to the school acknowledging the importance of
global issues upon everyone’s lives.
We are looking for a professional, friendly and enthusiastic individual to work within the ICT Services
team, dealing with first and second line support for the key stakeholders of the Kingsmead School
community.
We are looking for someone who:
•
•
•
•
•
•
•
•

Believes in supporting students’ “Achievement through Caring”
Can build positive relationships with children, colleagues, professionals and parents;
Can maintain a calm, professional manner under pressure;
Is able to prioritise daily workload and ask for help if required;
Has an enthusiasm for ICT
Can work flexibly alongside colleagues
Shares our commitment to safeguarding and child protection
Has a commitment to the welfare of students

If you have the passion and skills to enhance the work of our school and wish to work in a forward
thinking, supportive environment please complete the application form. Candidates should be aware
that as part of the selection process we will carry out the following pre-appointment checks:
•
•
•

Candidate’s identity (photographic evidence)
Eligibility to work in the UK (as appropriate)
An Enhanced DBS Check

I look forward to hearing from you.
Yours faithfully

Mark Williams
Head Teacher

The School
Kingsmead School is a rural mixed ability Academy with a fully comprehensive intake situated near the
Devon/Somerset border, close to the Brendon Hills and Exmoor. It is a magnificent area in which to live
and work. Not only is there the tranquillity and beauty of the countryside but there is the rapidly
growing county town of Taunton nearby and easy access (20 minutes) to the M5 for connections to the
rest of the country.
The School lies in the small town of Wiveliscombe. It caters for the age range 11-16 and has 949 daytime
students. The School is very successful and is oversubscribed. Our latest Ofsted Report, in March 2017,
gave an overall judgement that Kingsmead is a “good school”. Our firm conviction is that we have an
outstanding staff committed to providing the best education for our superb body of students.
We firmly believe in developing the international dimension of the School having links with schools in
Europe and also with Zambia in Africa. These initiatives have not only allowed the school to be involved
in cutting edge practice but have made it a resource rich environment.
The core values of Kingsmead are Care, Aspiration, Respect and Determination which drive our strong
positive ethos and offering amenities for the whole school community. We have high expectations and
expect staff to support our caring, student-centred ethos to set high standards for our students. We
hope staff will contribute to and lead some of the wide range of extra-curricular opportunities we offer.
All applicants for teaching posts at Kingsmead will be expected to be committed to taking on a tutor
role, to use ICT effectively in the classroom and to continue their own professional development as
skilled practitioners.
Safeguarding is at the heart of what we do at Kingsmead. All staff and volunteers are expected to have
read and be fully compliant with the following policies:
✓
✓
✓
✓

Safeguarding and Child Protection
Online Safety
Whistleblowing
Staff Code of Conduct

They are also expected to be familiar with ‘Keeping Children Safe in Education’ 2019. A read receipt is
required from all staff at the start of each academic year and from newly appointed staff prior to taking
up appointment. Kingsmead is never complacent about safeguarding and accept that we must never
believe “it wouldn’t happen here”. We have rigorous and tested practices and procedures which are
constantly reviewed and have high expectations of staff in matters of safeguarding and child protection.
Newly appointed staff will be given a full induction programme in partnership with the West Country
Teaching School Alliance. The safeguarding element of this will be completed prior to the
commencement of work at the school.
The school embarked on a major £13 million rebuild in the summer of 2020 - this is a very exciting time
for the school! Our new facilities will further support the advancement of teaching and learning at
Kingsmead School.

We challenge students to make the most of the
opportunities available at Kingsmead

Travelling to Kingsmead

Wiveliscombe is situated on the B3227 Taunton - Barnstaple Road (formerly the A361), 4 miles from the
Devon/Somerset border and 10 miles from Taunton. There is also access from Junction 25 of the M5;
the route is well signed through the North of Taunton. There is also access from Junction 26 via
Wellington.

Directions:
From Taunton, travel along the B3227.
In the centre of Wiveliscombe, turn left at the traffic lights. The School is 150 metres on the left.

Job Description
Section:
Job Title:
Reports To:
Responsible To:

Secondary School – Academy
ICT Technician
Senior ICT Technician
Deputy Head Teacher: Provision & Progress

Role Description
The role exists to provide first and second line support and assist the ICT Services team to deliver an effective,
fit for purpose ICT service to all stakeholders within the Kingsmead School community in accordance with the
agreed key performance indicators and service level agreements; working closely with the Senior ICT
Technician to help manage the ICT Service at Kingsmead School.
Knowledge & Experience
▪ Experience in network management.
▪ Experience of working in a similar role.
▪ Experience of managing and interpreting data.
▪ Experience of installing and configuring computer hardware and software.
▪ Knowledge of current best practice, products and statutory requirements.
▪ Knowledge of maintaining services and support models to end users.
▪ Detailed knowledge of both general and specific ICT health & safety issues relating to work.
▪ Detailed knowledge of network security protocols and GDPR.
Skills & Aptitudes
▪ Aptitude to adjust work processes or methods to accommodate changes in work requirement.
▪ Ability to discuss and explain technical issues to non-technical key stakeholders.
▪ An ability to analyse issues, make informed judgments, take appropriate actions and accept responsibility
for results.
▪ An ability to identify and meet the needs of all key stakeholders in order to deliver a high quality service.
Main Duties
▪ Respond to incidents and requests for ICT support in accordance with the ICT Services Helpdesk procedures
and priorities policy.
▪ In conjunction with the Senior ICT Technician, help manage and deliver the school’s ICT Service.
▪ Resolve first line issues associated with desktop services, in connection with existing installations (desktop
computers, laptops, IWB's, printers, telephones, scanners, projectors, Audio-Visual, mobile technology,
digital signage and more).
▪ Liaise with end users to ensure that requests or problem reports have been satisfactorily handled.
▪ To walk all sites and check ICT equipment and log any faults and damage on the ICT Services database.
▪ Support the ICT Services team to install, support and maintain all the School’s ICT hardware and services.
Operational Duties
▪ Work in lines with the ICT Services service level agreement to provide first line support to end users.
▪ Full integration of the ICT Services Helpdesk in day-to-day services to ensure continuous monitoring and
responding to issues raised on the ICT Services Helpdesk, responding to first line issues and escalating to
second and third line when required.
▪ Work towards achieving and maintaining ITIL recognised standards of support.

▪
▪
▪
▪

▪
▪
▪

▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Working with the ICT Services team to ensure an acceptable service, in line with the service level
agreement is proved to all end users at all times.
Carry out repairs and maintenance to hardware to maximise the efficiency of equipment.
Problem solve and troubleshoot issues on the staff and student computers and ICT equipment such as
software, hardware, configuration and user errors.
Carrying out daily checks of all ICT equipment, dealing with and or reporting these as appropriate to ensure
issues are reported and resolved efficiently, to make sure all faults and damage is recorded on the ICT
Services database.
Supporting with the management of the mobile technology.
Setting up, configuring and installing new equipment.
Decommissioning old ICT hardware and ensuring the correct disposal of damaged and un-repairable
equipment and that the school meets its recycling duties in line with current WEEE procedures and
legislation.
Install or repair Windows computers with standardised applications and networking software.
Notifying the Senior ICT Technician when additional resources / stocks are required.
Imaging new and old PCs/Macs using the school’s images.
Carrying our basic networking cabling and repairs and connecting networked machines.
General ICT troubleshooting on desktops, printers/photocopiers, audio-visual equipment and other ICT
equipment.
Maintaining printers/photocopiers including toner replacement and reporting faults to the relevant
maintenance contractor in compliance with Service Level Agreements.
Assist in the management of the Papercut system including printing and issuing of staff and student ID
cards.
Replacing computer peripherals (mice, keyboards, monitors etc) when required.
Basic maintenance of projectors including cleaning of filters and replacing lamps where required.
Answering the ICT Services phone to deal with and log queries raised by key stakeholders.
Working with the Senior ICT Technician and Head of e-Learning to manage and maintain our Virtual
Learning Environment (VLE)
Assist the e-Learning and ICT Services team in providing staff training and advise staff and students as
appropriate.
Assist with the technical upgrade, implementation and training for Firefly and Microsoft 365.
Supply CCTV to relevant members of staff when required in compliance with GDPR and CCTV Policies.
Assist with the management of classroom management software
Contribute to the school ICT development plan to ensure effective and timely implementation within
allocated areas of responsibility.
Be responsible for the school’s audio-visual equipment and to set up audio-visual equipment as required by
staff for assemblies and events and remove again afterwards.
Test equipment and support internal and external events where IT is required.
Assist the Arts Department with sound and lighting when required.
To assist with the production of an annual audit of ICT equipment for the Senior ICT Technician.
To produce weekly ICT Services Helpdesk reports for the Senior ICT Technician and assist in identifying
common faults and trends to overall improve and create a more bespoke ICT Service.
Asset tagging ICT equipment and supporting the Senior ICT Technician to ensure the ICT Services asset
register is kept up to date and complete at all times.
To contribute to the Health and Safety of students and other staff in accordance with Health and Safety
regulations and DSE legislation.
Manage school’s equipment cleaning audit to include computers, laptops and data projectors.
Carry out all problem solving, changes, configuration, availability, capacity and continuity processes
in-line with the framework for ICT in school’s recommendations and guidelines.
To undertake any other duties and responsibilities, which do not change the character and purpose of the
post, as directed by the Senior ICT Technician and or the Senior Leadership Team.

Operational Media Duties
▪ Assist with the creation and editing of school videos when required.
▪ Operate camera and specialist equipment for video and photograph creation.
▪ Creation of graphical design products including postcards, posters, booklets, etc.
▪ Assist with photography for the school when required.
Project Duties
▪ Assist the Senior ICT Technician and external contractors to identify, research, scope and plan new key
projects and developments as a result of identified teaching and learning technology needs.
▪ Assist the Senior ICT Technician and Senior Leadership Team with the ICT assessment of new education
builds including effective implantation and functionality.
▪ Assist the Senior ICT Technician in the delivery of projects utilising the most appropriate project
management methodology for the project.
Person Specific
▪ Communicate politely and effectively at all times to a wide range of users, key stakeholders and external
companies / organisations.
▪ Work well within a team environment and enjoy a fast pace to the working day and varied range of tasks.
▪ Be prepared to continually develop their own skills and knowledge ‘on the job’ and through agreed
professional development.
Working Conditions
▪ Sitting for extended periods of time.
▪ Extended periods of time looking at screens.
▪ Dexterity of hands and fingers to operate a computer keyboard, mouse, power tools, and to handle
other computer components.
▪ Occasional inspection of cables in floors and ceilings.
▪ Lifting and transporting of moderately heavy objects, such as computers and peripherals.
▪ Ability to access the whole site to review/check ICT equipment.
▪ A substantial amount of work involving visual display units.
▪ Evening work will be required from time to time to support events for which flexibility in working
hours is essential.
This school is committed to safeguarding and promoting the welfare of children and young people and expects
all staff and volunteers to share this commitment. This post is subject to a satisfactory Disclosure and Barring
Service (DBS) Enhanced Disclosure Certificate.
This job description is current at the date shown, but, in consultation, may be changed by the Headteacher to
reflect or anticipate changes in the job commensurate with the salary grade and post title.
Agreed that the Job Description is a fair and accurate statement of the requirements of the job:

Job Holder: ………………………………………………………….

Date: …………………

Line Manager: ………………………………………………………

Date: …………………

Designated Senior Manager: …………………………………….. Date: …………………

Person Specification
Category
Qualifications

Experience

Essential
▪ Hold a recognised computer
or network qualification at
NVQ level 4 or equivalent
experience.
▪ Experience in Network
management.
▪ Experience of working in a
similar role.
▪ Experience of managing and
interpreting data.
▪ Experience of installing and
configuring computer
hardware and software.
▪
▪
▪

Knowledge

▪
▪

▪
▪
▪
▪
▪
▪
▪
▪
Practical Skills

▪
▪
▪
▪
▪
▪
▪

Desirable
▪ Hold a Microsoft Certified
qualification
▪ Hold an ITIL qualification

Where identified
▪ Application
▪ Interview
▪ References

▪

▪
▪
▪

Application
Interview
References

▪
▪
▪

Application
Interview
References

▪
▪
▪

Application
Interview
References

Experience In Microsoft 365
management.
▪ Have experience of managing
school management
information systems such as
SIMS, Firefly, Papercut, Sophos
XG.
▪ Experience in video and photo
production.
▪ Experience in graphical design
Understanding of client/server architecture
Knowledge of computer systems/networks and a range of software
applications
Detailed knowledge of both general and specific ICT health & safety
issues relating to work.
Detailed knowledge of network security protocols and GDPR.
Technical knowledge of network and PC operating systems, in
particular for managing and configuring school-wide LANs, VLANs,
VPNs, etc.
Hands-on experience troubleshooting hardware such as servers,
routers, bridges, switches, hubs, network interface cards
Excellent knowledge of current protocols and standards
Knowledge and understanding of telecommunications principles
Ability to analyse data accurately
Ability to prioritise and delegate effectively
Ability to relate well to people on all levels
Work constructively as part of a team, understanding school roles
and responsibilities and your own position within these
Ability to identify own and others’ training & development needs
and cooperate with appropriate individuals to address these
Strong inter-personal skills
Exhibit excellent customer care skills
Able to solve problems and design solutions and demonstrate ICT
support skills
Ability to relate well to children and adults
Ability to interpret advice/statute and to devise policy/practice in
the light of these
encourage their development
Ability to work within a multi-disciplinary team effectively

▪
▪

Personal
Attributes

Safeguarding

Ability to persuade, motivate, negotiate and influence
Full working knowledge of relevant polices/codes of
practice/legislation.
▪ A range of personal qualities
▪ Willingness to be involved in the
relevant to the post including:
extra-curricular life of the school
▪ A well-reasoned educational
philosophy in tune with the
school ethos and values
▪ Resilience and tenacity
▪ Creativity, flexibility and
innovation
▪ Humour, warmth, energy and
patience
▪ Reliability under pressure
▪ Self-motivation
▪ Personal pride and ambition
▪ Willingness to work hard
▪ Enthusiasm for working with
young people
▪ Adaptability
▪ Willingness to take
responsibility
▪ Commitment to achieving the
highest possible standards for
students and staff
▪ Generosity of time and spirit
▪ Ability to listen to and address
the concerns of parents,
students, staff and the wider
community of the school
▪ Commitment to the policy,
practices and procedures laid
out in Kingsmead’s policies:
- Online Safety
- Whistleblowing
- Code of Conduct
Safeguarding & Child Protection

▪
▪
▪

Application
Interview
References

▪
▪
▪
▪

Application
Reference
Interview
Preemployment
checks

Conditions of Service
Salary Scale:

Grade 14, Point 4 – 6, £18,933 to £19,698

Working hours:

37 hours per week over 5 days
Duty times: 8.30 am – 4.30 pm (30 minutes lunch break)
All year round + 23 Days annual leave

Paid Weeks:

52.1430

Recruitment Legislation
Criminal Records Check via the Disclosure & Barring Service (DBS)
The post you are applying for requires you to have a criminal background check via the Disclosure
procedure. As part of this process your identification must be verified. In order to do this you will need
to bring various original personal documents to the school. Photocopies or documents printed from the
internet, for example, internet banking statements, will not be accepted.
Once you have completed the form online you need to bring documentation to the school that confirm:
•
•
•

your name
date of birth
current address

Further details of the documentation that you need to provide will be given to the successful candidate.
Self-Declaration Form
Please complete, sign, date and place this into the envelope provided. Please bring this with you if you
are invited to interview.
Legislation and Appointments
All appointments are subject to satisfactory medical and police clearance, and satisfactory references.
The successful candidate will also be required to produce documentary evidence, when called for
interview, of the entitlement to work in the UK under the terms of the Asylum and Immigration Act 1996.
Relevant documents are:
*

A document from a previous employer, the Inland Revenue, Benefits Agency, Contribution Agency
or Employment Service containing the person's name and NI number. This could be a P45, a P60
or a letter

*

A passport confirming that a person is a British citizen or a European Area national or which shows
that they are otherwise entitled to live and work in the UK

*

A Birth Certificate confirming birth in the UK or Republic of Ireland

*

A letter from the Home Office confirming that the person is allowed to work in the UK

DfE Recruitment Documentation
All appointments are subject to evidence of the following:*

Qualified Teacher Status (QTS).

*

Academic Qualifications - Relevant Degree/Diploma or a letter of confirmation from the awarding
institution.

How to Apply
1. Complete the application form
2. Using the application form, section F, and no more than two sides of A4, outline your experience to
date and your reasons for applying for the post
3. Complete the Equal Opportunities form
4. Complete the Self-Disclosure form; please bring this with you if you are invited to interview.
Please forward your completed application to:
Mrs Jo Reynolds – Administration Manager and PA to Head Teacher & SLT
(Email: Jo.Reynolds@kingsmead-school.com)
Kingsmead School
Wiveliscombe
Taunton
Somerset TA4 2NE

Timetable for Appointment
Closing date for applications:

Friday 3 December 2021 at 12 noon

Interview Date:

Friday 10 December 2021

Start Date:

As soon as possible

Questions?
For further information about this post please contact Jo Reynolds, Admin Manager and PA to Head
Teacher and Senior Leadership Team:

Email:

jo.reynolds@kingsmead-school.com

Telephone:

01984 623483

The Selection Process
1. Application received by Friday 3 December 2021 at 12 noon
2. Shortlisting will then take place.
•
•

This will be done by at least two people who will meet to create final shortlist.
The shortlisting process will be done with reference to the Person and Job Specifications as well as the
quality of the application.

3. Candidates on shortlist invited to interview – interview date Friday 10 December 2021 - and references requested.
4. Interview process:
•
•
•
•
•

This will involve the Director of Finance & Operations and the Admin Manager/PA to SLT.
Where there are panel interviews, these will involve a senior member of staff.
Student panels (where applicable) will also have a senior member of staff to chair the panel.
Each panel will employ an individual interview record to make notes on answers given by candidates.
Candidates will be asked the same core questions.

5. The panel(s) will meet to discuss each candidate. Use will be made of the individual record sheet when reaching a
decision.
6. When a successful candidate has been identified, the self-disclosure form will be scrutinised.
7. When a decision has been reached and verified, the successful candidate will be informed. The offer is conditional
upon the following:
•
•
•
•
•
•
•

Successful Enhanced DBS clearance;
Verification of identity – please bring original photographic ID documentation, e.g. passport, driving
licence;
Proof of eligibility to work in the UK (as necessary);
Verification of qualifications;
Verification of professional status;
That the candidate is not subject to a Prohibition Order;
Suitable and acceptable references, if not available on the day of interview

* Any concerns raised at this time may require further explanation by the candidate and the referee. Serious
concerns will be passed on as appropriate including the Secretary of State.

8. The unsuccessful candidates will be notified and offered a de-brief.
NB: All documents provided must be original – photocopies are not acceptable.
1) References are confidential and will not be discussed with the candidates on the day, although candidates may be
asked to explain any concerns they highlight.
2) Application forms and interview notes for the successful candidate will be placed on his/her file.
Application forms and interview notes for unsuccessful candidates will be kept for one calendar month from the date
of the interview during which time they can request copies be sent to them. After this time they will be destroyed.

Extract from Standards of Conduct for Staff
1. Employees of the school must carry out their duties objectively, professionally, to the best of their
ability and in an impartial manner.
2. Employees of the school must operate in accordance with the stated Core Values of the school –
Respect, Aspiration, Care and Determination.
3. Safeguarding
3.1 Employees must be familiar with relevant policies regarding safeguarding:
•
•
•

Safeguarding & Child Protection
Whistleblowing
ICT & Online Safety

3.2 Employees have a statutory duty to repeat any disclosures to the safeguarding lead at
the school.
3.3 Employees have a duty to attend training provided by the school on safeguarding and
PREVENT
4. Employees should note the following acts may be unlawful as well as constituting misconduct liable
to disciplinary action (which could in some cases include summary dismissal):(a) Discriminating improperly in the course of their employment against parents, students, fellow
employees or job applicants, or in respect of job transfer or promotion applications, on a basis of
race, gender or disability;
(b) Inducing or attempting to induce employees or managers to practice unlawful discrimination;
(c) Verbal, physical, sexual or racial harassment of a nature which is offensive to the victim;
(d) Victimising individuals who have made allegations or complaints of sexual or racial discrimination
or harassment or who have provided information about such discrimination or harassment.

Self-Disclosure Form
Please complete, sign, date and place into the envelope provided, which you should seal. Please bring this with
you if you are invited to interview.
If the role you are in or have applied for involves frequent or regular contact with or responsibility for children,
you will also be required to provide a valid DBS (Disclosure & Barring Service) certificate, which will provide
details of criminal convictions. This may also include a barred list check depending on the nature of the role (see
organisational guidance about eligibility for DBS checks). All information you provide will be treated as
confidential and managed in accordance with relevant data protection legislation and guidance. You have a right
of access to information held on you under the Data Protection Act 1998.
Have you ever been known to any children’s services team or to the police as being a risk or
potential risk to children?
If yes, provide further information:

Yes / No

Have you been the subject of any disciplinary investigation and/or sanction by any organisation
due to concerns about your behaviour towards children?
If yes, please provide further information:

Yes / No

Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as
Yes / No
defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amended) 2013?
If yes, please provide further information:
Confirmation of declaration (tick box below)
I agree that the information provided here may be processed in connection with recruitment
purposes and I understand that an offer of employment may be withdrawn or disciplinary action may
be taken if information is not disclosed by me and subsequently come to the organisation’s attention.
In accordance with the organisation’s procedures if required I agree to provide a valid DBS certificate
and consent to the organisation clarifying any information provided on the disclosure with the
agencies providing it.
I agree to inform the organisation within 24 hours if I am subsequently investigated by any agency or
organisation in relation to concerns about my behaviour towards children or young people.
I understand that the information contained on this form, the results of the DBS check and
information supplied by third parties may be supplied by the organisation to other persons or
organisations in circumstances where this is considered necessary to safeguard children.
Signature of Candidate:
Print name:
Date:

Kingsmead School
Wiveliscombe, Taunton, Somerset, TA4 2NE
Head Teacher: Mark Williams

Enquiries
T: 01984 623483
E: jo.reynolds@kingsmead-school.com
W: www.kingsmead-school.com

NEW BUILD – OPENING APRIL 2022

