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Position Description   

Title: IT Technician 

Employer: CSV Ltd trading as Balcombe Grammar School 

Department: Administration 

Reports To: IT Manager / Executive Director Corporate Services 

Tenure: 
Permanent full-time appointment after the successful completion of a 

six-month qualifying period 

Occupant:  

Location: 
Position located at Balcombe Grammar School. However, please note 

that in the future you may be required to perform part or all of your work 

at other locations 

Commencement Date:  

 

Primary Accountabilities 

The IT Technician is to provide a broad range of IT technical services to support the school’s staff and 

students. 

Key Contacts 

Internal:  

Executive Director Corporate Services, IT Manager, IT staff, Teaching and Non-Teaching staff, 
students. 

External: 

Hardware vendors, Software vendors. 

Candidate Skills/Qualifications 

The following qualifications and/or experience are required for the position: 

• Proficient in MS Office 365, MS Office Suite, and Adobe applications 

• Strong analytical and problem solving skills 

• Familiarity with Windows and Apple operating systems for user devices 

• An understanding of OS Deployment methods 

• Active interest in emerging technology 

• The right to work in Australia 

• Hold a Working with Children Check 

• Police Check 

The following qualifications and/or experience are desirable for the position: 

• Tertiary qualified or enrolled in a related discipline (University or Tafe) 

• Previous experience in an IT support service-based role 
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Personal Characteristics 

The following interpersonal skills are required to be demonstrated and utilised: 

• Ability to work proactively and independently to troubleshoot issues 

• Excellent customer service, interpersonal and communication skills 

• Ability to manage time effectively and prioritise competing workloads 

• Ability to work collaboratively as part of a team 

• Commitment to ongoing learning and professional development 

• Maintain confidentiality and exercise discretion 

Detailed Objectives 

Service Desk: 

• Provide a broad range of 1st level IT assistance to school staff and students via Service Desk 
System, phone, or in-person. 

• Maintain IT Service Desk support request system and relevant internal system documentation. 

• Collaborate with and escalate issues to other members of the IT team as needed. 

• Provide training for staff and students, in a way which fosters confidence and literacy with 
technology. 

User Devices: 

• Maintain school owned laptops for staff and students. 

• Process and manage warranty calls in-line with vendor terms. 

• Assist with deployment, maintenance and support of the school’s Windows based standard 
operating environment (SOE) for windows devices via AutoPilot and Intune. 

• Management of Apple IOS Device fleet. 

• Support core software applications associated with SOE Image e.g. MS Office and Adobe 
Suite.  

User Account Management: 

• Assist with onboarding and offboarding of staff and student user accounts. 

• Provide ongoing support to staff and students regarding access to information, applications and 
other school systems. 

Applications: 

• Support staff with installation and use of school applications such as the Intranet (Schoolbox), 
Synergetic and other learning tools. 

Printers/Photocopies: 

• Maintain printer/photocopier hardware and consumables. 

• Process and manage warranty calls in-line with vendor terms. 

• Administration of printer/photocopier access software. 

Network Infrastructure: 

• Support staff and students with connecting to the School Wifi Network. 

• Assist IT team with identifying and rectifying any network connectivity or security issues. 

• Maintain safe and secure internet access to trusted websites via IT systems. 

Classroom Technology: 

• Maintain interactive whiteboard fleet hardware across the school. 

• Maintain and support staff on use of wireless presentation devices (Vivi) and associated 
software. 
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School Systems: 

• Respond to requests for CCTV footage as required. 

• Maintain school security system hardware and associated devices. 

• Administration of School Bell and PA System. 

Audio Visual Systems: 

• Provide backup support for AV events and equipment maintenance when needed. 

Duty of Care 

To maintain and promote the principles of Occupational Safety and Health within the workplace in 

accordance with policy including taking appropriate action in relation to identified hazards and risks to 

ensure the safety of self and others. 

To maintain and promote the principles of the child safe standards under Ministerial Order No. 1359. 

CSV Ltd, Casey Grammar School, Balcombe Grammar School and Clyde Grammar is a Child Safe 

organisation and has zero tolerance for child abuse. It is a condition of employment that employees 

comply with various policies and procedures, including Child Safe policies. Failure to comply with these 

policies will result in disciplinary action. 

General Conditions 

Unless otherwise agreed, the terms and conditions of employment are those of the Award and NES. 

Remuneration 

Annual salary commensurate with experience of the position, qualifications, and experience.  

Annual Leave entitlement is 4 weeks per annum to be taken during school holiday periods. 

Superannuation is as per the regulated statutory amount. 

Hours of work: Monday to Friday 8:30am – 4:30pm with a 30-minute unpaid lunch break, unless varied 

to accommodate work practices or individual needs which have been agreed to with the IT Manager / 

Executive Director Corporate Services. 

Salary packaging is available.  

 

 

 

Signed:  
 
 
 

Date:  

 

https://www.vrqa.vic.gov.au/Documents/MinOrder1359childsafe.pdf

