
JOB DESCRIPTION

Job Title:


Technical Assistant
Location:


Town Centre 




Responsible to: 

Head of IT
Hours of work:

Monday to Friday 8.30am – 4.30pm
Salary:


Full Year – 36.25 hrs per week





Support Staff Scale 22


Main purpose of the Job:
To provide technical support and assistance to the Staff and Students of the College.


Key Responsibilities and accountabilities
· To maintain all photography equipment, keeping appropriate records relating to the asset register, equipment loans, maintenance etc. Assist staff and students with the operation of this equipment.
· To maintain all media and film equipment, keeping appropriate records relating to the asset register, equipment loans, maintenance etc. Assist staff and students with the operation of this equipment.
· To maintain all portable IT equipment such as Lap Tops, Notebooks, etc. distributing to and collecting from departments as required, ensuring security and integrity. Keeping appropriate records relating to the asset register, equipment loans, maintenance etc. Assist staff and students with the operation of this equipment.

· To assist and support staff and students with general technical problems regarding IT equipment.
· To maintain all audio visual equipment, keeping appropriate records relating to the asset register, equipment loans, maintenance etc.
· To set up audio visual equipment as required, some of this may involve working outside college hours. To record performances for examination, department and general College use.
· To provide technical support during day/evening performances and college events.

· To ensure all college printers are maintained and stocked with toner and paper. Maintaining stocks of toner and paper, keeping appropriate records.
· To assist examinations officer with any equipment that may be required for on line or IT based examinations.

· In conjunction with the Health and Safety officer, ensure all equipment is PAT tested annually where required.
· Any other duties which may reasonably be added.
This position requires the post holder to work across both campuses with a flexibility to work varied hours as required.
NB - The work of the College is characterised by peaks in demand for annual activities e.g. enrolment. The holder of this post (together with other support staff) is expected to assist in these activities from time to time whether or not they are part of their normal day to day duties.

Bolton Sixth Form College is committed to safeguarding children and promoting the welfare of children, young people and vulnerable adults and expects all members of staff and volunteers to share this commitment.
