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King’s College


King’s Parade


Cambridge  CB2 1ST


Tel:  01223 331216


Job description

	Department:
	Computing
	Job code:
	CP-ITA-23

	Job title:
	IT Apprentice
	Date:
	May 2023

	
	
	
	

	Organisation chart:
	
	

	
	Domus Bursar
	

	
	(
	

	
	Head of IT
	

	
	(
	

	
	IT APPRENTICE
	

	
	
	

	Purpose of job:
	To assist members of the IT team in providing a comprehensive computing service to the college. To provide first-line support to College members to help them resolve any software and hardware problems with computers and other technology, both of an administrative and academic nature.

	
	
	
	

	Responsible to:
	Head of IT
	Grade:
	Head of Department

	Responsible for:
	N/A
	Grade:
	N/A

	
	
	
	

	Qualifications:
	· GCSE passes in English and Mathematics

· Educated to A level standard


	Skills:
	· IT-literate with experience of operating systems and office software applications.

· The ability to work as part of a team, whilst remaining self-motivated in managing your own workload.

· Numerate with attention to detail.

· Some knowledge of PCs and fault-finding would be beneficial.

· Good analytical and systems analysis skills.

· Good interpersonal and communication skills.



	Work experience:
	· Experience in resolving computer software and hardware problems would be beneficial


	Duties and responsibilities:
	
	Time and frequency:

	1
	To assist the IT team in the implementation of IT project plans across the organisation.

	As required

	2
	To help maintain the College network and server infrastructure through fault diagnosing and repair.

	Ongoing/daily

	3
	Create documentation required to support new and existing IT systems and procedures.
	As required

	4
	The provision of hardware and software support, and support for all computing issues for members of the College.

	Ongoing/as required

	5
	The setup and maintenance of College audio visual systems, including user training and support.

	As required

	6
	To maintain continuous familiarity with the principle software products in use by various college members.

	As required

	7
	Respond to helpdesk enquiries from College members to help them resolve any IT-related problems.

	Daily

	8
	Support users in the use of computer equipment by providing any necessary training and advice.

	As required

	9
	To undertake any IT related tasks/projects as reasonably requested by the Head of IT.

	As required

	Confidentiality:
	Discretion and a level of confidentiality are required to foster trusting and mutually beneficial relations with College Fellows, Students and Staff.

Confidentiality in the management of personal data, in line with Data Protection guidelines in place within the College, is required when dealing with personal data of staff whose details may be stored on College Computerised systems.


	Contacts:
	Within this role the individual will come into contact with external IT systems suppliers, Fellows, staff and students of the College.


	Accuracy:
	Accuracy is required to ensure efficient management of resources to minimise wastage and, where possible, to improve cost management.

Accuracy is required for the management of sensitive personal data that is handled in the course of IT management.  Ensure procedures are compliant with the Data Protection policies of the College.


	Responsibility for cash, purchasing or physical assets:

	Responsible for ensuring the maintenance of all departmental (including College public computer areas and administrative staff machines) computer equipment and software to ensure minimum downtime and to minimise damage or misuse.


	Mental, visual or physical strain:

	Moderate levels of physical strain (as normal for the job role) when moving PCs and computer consumables.

As normal for this type of job role, the extent of use of computers is recognised as sufficient to merit concessionary treatment by opticians.


	Exposure to occupational hazards:

	N/A



	Other information:

	There may be a requirement to perform an on-call duty at the request of the Computer Manager.

Major upgrades to the network are scheduled during vacations to minimise disruption. A fully working system has to be available by the start of full term even if this requires ‘round-the-clock’ working to complete implementation and testing.



	Comments or supporting statements from the Computing Manager:

	If you are unsure at any time of Health and Safety systems in place, you have a responsibility to ask and ensure you are aware of all in house training and systems.



This will be part of a legal binding contract in conjunction with the terms and conditions set out 
in the offer letter and the staff hand book.

Please sign below if you understand and agree to accept the job as described above.

	Applicant’s signature:
	
	Date:
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