
 
Shipley College is committed to safeguarding and promoting the welfare of children, young people and adults and expects all staff to 

share this commitment.  The College is actively committed to a policy of equality of opportunity for all through education and 

therefore encourages applications from all regardless of age, disability, economic status, gender, race, religion and beliefs or sexual 

orientation.   Successful candidates will be required, where appropriate, to undergo a Disclosure and Barring service (DBS) 

Disclosure Check. 

Job Opportunity 

IT Technician 

Hours: 37 hours per week 

Salary: Scale 3 - 4 (£17,820 - £21,057 pa fte) 

Closing Date: Monday 30th April 2018 at 12 noon 

Interview Date: TBC  

Start Date: As soon as possible subject to satisfactory pre-employment checks 

The Role: 

Shipley College is situated in the UNESCO World Heritage Site of Saltaire and is committed to high                 

standards, encouraging staff and students to do their best and to aim high. 

 

We are seeking to appoint an IT Technician to work within the Information & Learning Technology Service                 

(ILTS). As a Technician at Shipley College you will play a valuable role supporting academic staff, support                 

staff and learners, ensuring that they are able to access all IT services whilst maintaining a fit for purpose                   

working environment. 

 

Your duties would include maintaining and developing the College’s network, desktop and mobile             

infrastructure, progressing support tickets, and assisting users in their use of application software. 

 

You should possess: 

● Excellent interpersonal and communication skills  

● A thorough knowledge of Windows OS and Microsoft Office suite 

● Previous experience of Microsoft Active Directory Services 

● The desire to continuously improving your technical knowledge 

 

It would be advantageous if you had prior knowledge of Apple iOS and/or Android as well as experience                  

with macOS/OSX. 

 

We can offer you: 

● A positive and caring working environment 

● Opportunities to further enhance your IT learning 

● An experienced, dedicated and supportive department 

● Opportunities to experience a wide range of IT environments 

● A competitive salary 

 



JOB DESCRIPTION & PERSON SPECIFICATION  

 

JOB TITLE 

 

ILTS Technician 

  

 

HOURS OF WORK 

 

 

37 hours a week 

 

 

RESPONSIBLE TO 

 

Network Manager 

SPECIAL CONDITIONS 

 

All posts are subject to a satisfactory Enhanced DBS clearance check 

 

 

The following information is furnished to assist staff joining the College to understand and appreciate the                

work content of their post and the role they are to play in the organisation. However, the following points                   

should be noted:  

 

1    Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a                 

document such as this does not permit every item to be specified in detail. Broad headings                

therefore may have been used below, in which case all the usual associated routines are naturally                

included in the job description. 

 

2    Staff should not refuse to undertake work which is not specified on this form but they should                 

record   any additional duties they are required to perform and these will be taken into account                

when salaries are reviewed. 

 

OVERALL PURPOSE OF JOB 

 

To provide a wide range of IT technical support to staff and learners in the College. To help to maintain                    

and support the College’s hardware and software infrastructure to ensure the smooth running of the IT                

network, systems and associated technologies. 

 

DUTIES AND RESPONSIBILITIES 

 

● To provide a high quality customer-focused support service to staff and learners; making use of               

the helpdesk and service level agreements, whilst providing status reports to the Network             

Manager. 

 

● To assist in the management of the College’s network infrastructure, servers, workstations and             

mobile devices. 

 

● To manage own workload and escalate problems where necessary.  

 

● To maintain hardware, software and network solutions throughout the college to meet curriculum             

and administrative needs and develop them with the Network Manager. 

 

● To assist in ensuring that the network is operational and fit for purpose during business hours and                 

that appropriate back-ups and business continuity protocols are implemented. 

 

● Take responsibility for a regular maintenance programme, resolving failures in hardware and            

software and ensuring appropriate “housekeeping” tasks are implemented. 

 

● To ensure the preparation and maintenance of documentation, manuals and user notes as             

required. 

 

● To provide support, guidance and feedback to  learners and staff in the use of IT. 

 

● To monitor the use of hardware and software and ensure all software is licensed appropriately,               

with guidance from the Network Manager or Deputy Network Manager. 

 

 



● To take responsibility for setting up security parameters and ensuring virus checks are             

implemented, with guidance from the Network Manager or Deputy Network Manager. 

 

● To provide advice on networking issues to learners and staff as appropriate. 

 

● To provide advice on purchasing IT equipment for maintenance and development. 

 

● To work with the eLearning Manager to develop and promote use of eLearning materials and               

systems across the College. 

 

● To provide support and cover for the Reprographics department when necessary. 

 

 

GENERAL 

 

● To demonstrate a positive commitment to the implementation of the College’s Equality and             

Diversity Policy and to the maintenance of a culture of continuous quality improvement and              

innovation. 

 

● To undertake Staff Development/CPD Training as required by the nature of this post and the range                

of duties described within this job description. 

 

● To use IT as designated appropriate to the nature of the role. 

 

● To be aware of the responsibilities under the provision of the Health and Safety at Work Act and                  

 the Control of Substances Hazardous to Health Regulations (COSHH) in terms of your own safety               

and the effects of your own actions on colleagues, students and visitors. 

 

● To be responsible for safeguarding and promoting the welfare of young learners and adults the               

post-holder is responsible for or comes into contact with. 

 

● To support and promote the College's Sustainability policies, including the Carbon Management          

Plan, and carry out duties in a resource efficient way, recognising the shared responsibility            

of minimising the College's negative environmental impacts wherever possible. 

 

● To undertake such other duties commensurate with the grade of the post as may reasonably be                

required at your initial place of work or at other locations in the College catchment area. 

 

● To have a flexible approach to working hours e.g. able to participate in the evening duty rota. 

 

● This post will be subject to a satisfactory DBS check 

  

 



PERSON SPECIFICATION  

 

 ESSENTIAL  DESIRABLE 

Recent work experience in an IT department  √   

Relevant IT qualification  √   

Level 2 (equivalent) Qualification in Maths and English 

Language 

*√     

Win 7/8/10 Desktop support experience √   

Mobile device support experience (tablets, laptops) √   

Experience of IT infrastructure management (networks, 

servers and desktop) 
 

√   

Active Directory/ Group Policies administration √   

Previous experience of;  

● Cisco CCNA / HP procurve 

● VMware 

● ITIL 

● OS X/macOS  

 √  

Understanding of TCP/IP configuration, routing and 

filtering 

 √  

Backup and replication management √   

Microsoft Certification (MCP or above)  √  

An understanding of safeguarding and a commitment to 

creating a safe learning environment 

√   

Providing excellent IT service delivery in an educational 

establishment 

 √  

Working with complex IT systems across multiple sites  √  

Commitment to continued professional development √   

Excellent organisational skills, adopting a methodical 

approach to problem solving 

√   

Excellent customer service skills √   

Ability to work as part of a team as well as 

independently  

√   

Excellent communication & interpersonal skills  √   

Ability to work well under pressure maintaining a strong 

attention to detail  

√   

Ability to work flexible hours when required √   

 

  

N.B.*If you do not currently hold a Level 2 (equivalent) Qualification in Maths and English Language you will be 

provided the opportunity and expected to undertake this within the first 2 years of employment  

 

 



 

 

 

 

 

Shipley College is a wonderful place to start (or to continue) your career and we are                
delighted that you are considering completing an application for a post with us.  

Shipley College is a small, friendly place that really cares about every person that comes               
through the door and we pride ourselves on giving every student the individual support              
they deserve. 

Situated in the UNESCO World Heritage Site of Saltaire, it is a great place to study and                 
easy to get to by bus, train and car. 

Our practical, vocational and work-related courses include Apprenticeships, full-time and          
part-time courses across a range of sectors. 

I am delighted that our Student Survey results and employer feedback continue to be              
extremely positive as we provide a fantastic learning environment for all our students. 

We have a fabulous team of colleagues who give up an extraordinary amount of time to support their students and their                     
fellow members of staff. The dedication and attention to quality they exhibit is what makes our College so successful. I am                     
proud of the commitment and hard work of all the college’s staff, students and governors and pleased that this has been                     
recognised by Ofsted in our latest inspection. 

If you meet the criteria of the post advertised and feel that you would enjoy working here, we hope you will make an                       
application to join us.  

You can download an application pack from our College website www.shipley.ac.uk or alternatively to request an                
application pack, please contact Shipley College Central Support on 01274 327395 or email jobs@shipley.ac.uk.  

Completed application forms and equalities monitoring forms should be returned to jobs@shipley.ac.uk or alternatively by               
post to Central Support, Shipley College, Salt Building, Victoria Road, Saltaire, BD18 3LQ. We do ask that you accept, in                    
the interests of economy, that if you have not heard from us by the interview date that you will not have been selected for                        
interview on this occasion. 

Nav Chohan, Principal 

 

 

http://www.shipley.ac.uk/
mailto:jobs@shipley.ac.uk


 

 
 

SHIPLEY COLLEGE’S MISSION STATEMENT  
 

To provide high quality, inspirational education and training that meets the ambitions of individuals, businesses 
and communities.  

 
OUR CORE VALUES 

 
Responsiveness To the needs of students, employers, government initiatives and  

 our local community  
 
Respect Celebrating the diversity of our students and staff  
 
Collaboration We are a team that works in a spirit of openness and integrity 
 
Professionalism Striving for excellence and sustainability in all that we do, staff .

actively maintain the ethos of the College to ensure all students  
are supported and encouraged to achieve their personal best.  
 

97%  
of students agreed with the statement “I am happy with the College overall”  

99%  
agreed with the statement “I am happy with the teaching on my course” 

85% in agreement that; “Shipley College offers training and/ or assessment in a            
flexible way that meets your needs” versus a National College Average of 80%  

86% agree that “Shipley College delivers training that reflects up to date practices in             
your industry/ sector” versus a National College Average of 80%  

 

 



  

What our students say about Shipley College 
 

‘I really enjoy it here and would highly recommend the College as an alternative to 6th form to 
anyone!’  

Harry, Sport  
 

 
‘I am now on the Level 3 Childcare course in my second year. I currently work at a nursery twice a 

week which was a little daunting at first but College prepares you  
for professional life’  

Saif, Childcare  
 
 

‘I would recommend apprenticeships at Shipley College, because the tutors  
support your ambitions!’  

Katie, Business Administration Apprentice  
 
 

‘I prefer a quieter, more tranquil environment when I’m studying so I can concentrate. I’m hoping my 
course will lead me to university to study Fashion or Graphic Design’ 

Junaid, Art & Design  
 
 

‘My class is so diverse with people of different ages, backgrounds and goals, but we all get on so 
well. I hope to go on to a career in Social Work as it’s close to my heart’ Tabinda, Access to Social 

Sciences  
 
 

‘My employer has been terrific with me and has encouraged me to be more creative. Her experience 
has helped shape mine’  

Hannah, Floristry Apprentice  
 
 

‘The course here has been excellent and has instilled me with the skills and knowledge to hopefully 
go on and secure a job or an apprenticeship’ 

Vanessa, Horticulture Apprenticeships  
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