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Job Description 

Position 
IT Services Technician (BCS Level 3 Information 
Communication Technician) 
 
Responsible to  
ICT Manager/Head of IT and Apprenticeship 
Training 
 
Salary 
Apprenticeship minimum wage dependent upon 
age. 
 
Contract:  
Fixed Term for 24 months until completion of 
Apprenticeship. 
Probationary period of 3 months 
Reviews at 1, 3, 6 and 12 months 
 
Holiday 
25 days per year 
 
Hours of Working 
37 per week. Monday – Friday 
Varying between 8:00am and 4:30pm, with 30 
mins lunch  
 
The Apprentice IT Services Technician will work 
as part of a team providing efficient and effective  
IT services and excellent standards of 
workmanship throughout the School to support 
both staff and students. The work undertaken will 
vary from routine maintenance, fault-finding and 
hardware support to more skilled tasks such as 
Network cabling, Network security and Mobile 
device management (all dependent upon the 
needs of the School and interests of the post 
holder). The apprentice will complete a BCS Level 
3 Information Communications Technician 
Apprenticeship 
 
Principal Duties 

 To undertake routine maintenance tasks 
(cleaning of projectors, replenishment of 
printer paper / cartridges etc). 

 To provide technical advice, support and 
assistance to network users (staff and 
students) to enable them to make full use of 
resources, services and facilities 

 To provide first-line fault diagnosis and repair 
of faulty hardware (where appropriate) 

 To ensure a high level of customer care at all 
times. 

 Assist in administration of the school’s 
remote learning platforms 

 To support other team members in 
documenting work completed and 
maintaining records 

 To unpack, install, inspect and configure new 
IT equipment 

 Remove redundant equipment for recycling 
adhering to WEEE regulations 2013 

 To assist with the re-imaging of computers 
 To set up laptops for meetings, assemblies 

and other school functions 
 To demonstrate hardware to staff and 

students and support the IT training 
programme for staff 

 To assist staff with filming/video editing and 
to transfer analogue programmes to digital 
format  

 To research methods of problem-solving and 
source items for purchase when directed 

 To adopt and work within School policies and 
procedures 

 To identify and report any potential health 
and safety issues to the nominated member 
of staff 

 To participate in the Performance 
Management appraisal programme. 

 To complete any other reasonable tasks, as 
directed by the ICT Manager/Head of IT and 
Apprenticeship Training or a member of the 
Senior Management Team. 



Person Specification 

ATTRIBUTES ESSENTIAL DESIRABLE 

QUALIFICATIONS  5 GCSEs Grade 4 (C) or equivalent 
including English and Maths 

 A level qualifications 
 IT qualification 

EXPERIENCE 
 Familiar with modern technology and IT 

equipment  

 Experience in any customer          
service environment 

 Experience in maintenance of  
IT/Media equipment 

KNOWLEDGE  
AND SKILLS 

 High level of IT competence 
 Good troubleshooting skills 
 Knowledge of Microsoft 365, Windows 

10 and Microsoft Office 2019 software 
 Knowledge of typical hardware 
 Committed to working in a safe                    

environment 
 Knowledge of iOS and android mobile 

devices 

 Interest in networking and/or 
Active Directory 

 Knowledge of Content 
management systems, used in 
administering websites 

 Interest in Computer Science 
 Interest in cloud-based IT 

services 

PERSONAL  
QUALITIES 

 Good attendance record (reference from 
School or previous employer) 

 Good record of punctuality 
 Willingness to see projects through 
 Ability to communicate with staff and 

students at all levels 
 Ability to work as part of a team 
 Flexibility 
 Ability to work to deadlines 
 Keen to further own skills 

 Ability to prioritise workload 
 Ability to work independently 

The post holder will work at Lancaster Girls’ Grammar School and undertake an 

appropriate Digital Apprenticeship program. 
 

The post holder is likely to be required to work, on occasions, during the evening for school 

functions (such as the annual Open Evenings) for which time will be given back in lieu.  

 

Please Email applications to: 

applications@lggs.org.uk 

 

Alternatively, return written applications to:  

Mrs D Burns, PA to Headteacher, Lancaster Girls’ Grammar School,  

 

 

NOW OPEN FOR APPLICATIONS 
 

Submit your application form and covering letter to: applications@lggs.org.uk 
 

For more information please contact apprenticeships@lggs.org.uk 



Testimonials 

 

Views from Previous Apprentices 

 
 

“Applying for the apprenticeship at LGGS was easily one of the best 

decisions I have ever made. I’ve had a lot of fun, and I now have 

the skills, experience and qualifications I need to be employed as an               

IT Technician and to begin building my career.”  

Ms J Shaw (LGGS IT Services Apprentice 2017-19) 

 
"During my time at LGGS I have gained a vast amount of knowledge 

about IT and received great training, support and encouragement.            

I completed the apprenticeship in 18 months and now work as a           

full-time IT Technician in another school." 

Mr J Hunt (LGGS IT Services Apprentice 2016-17) 

 
“Working at LGGS has been a great experience that I would highly 

recommend to anyone that has the chance to apply.”…”It has 

massively broadened my knowledge in IT and has given me 

valuable  

experience that has been vital in advancing my career in IT. “ 

Mr L Mahon (LGGS IT Services Apprentice 2015-17) 

 
”The Apprenticeship Scheme has now enabled me to be fully 

employed as an IT Technician, and for that, I can’t thank it enough.” 

Mr L Jackson (LGGS IT Services Apprentice 2014-16) 

 
“The best experience I have ever been given” 

Mr A Yost (LGGS IT Services Apprentice  2013-15) 

 
“The Apprenticeship at LGGS has really set me up for a long term 

career in IT and was a fantastic and fun starting point” 

Mr J Pearson (LGGS IT Services Apprentice 2012-14) 



Advisory Note to Applicants 

REHABILITATION OF OFFENDERS ACT 1974 
 
The work for which you are applying will have 
regular contact with children and is exempt from 
the Rehabilitation of Offenders Act 1974.  
Therefore, you are required to declare any 
convictions, cautions, bind-overs, or prosecutions 
pending you may have, even if they would 
otherwise be regarded as ‘spent’ under this Act. 
 
These details should be enclosed in a separate, 
sealed envelope marked ‘confidential’ – for the 
attention of the Chairperson of the appointing 
body.  The envelope should state clearly the 
name of the school/establishment and the work 
for which you are applying and be returned with 
your application form. 
 
The information you give will be treated in 
confidence and will only be taken into account in 
relation to an application where the exemption 
applies. 
 
The Authority is entitled, under arrangements 
introduced for the protection of children, to check 
with the Criminal Records Bureau for the 
existence and content of any criminal record of 
the successful applicant prior to the confirmation 
of appointment. 
 
Therefore, successful applicants will be required 
to complete a disclosure form to enable a check 
to be undertaken.  Failure to consent to this 
could prevent the application being considered 
further.  This check involves details being 
obtained of convictions, including those 
considered ‘spent’ under the Rehabilitation of 
Offenders Act 1974, cautions held at national 
level and may also include non-conviction 
information.  You will receive the results of the 
check from the Criminal Records Bureau, who 
will also forward a copy to the Authority.  
Information received from the Criminal Records 
Bureau will be kept in strict confidence and will 

be destroyed in accordance with guidelines laid 
down by the Criminal Records Bureau. 
 
The disclosure of a criminal record will not debar 
you from appointment, unless the Authority 
considers that the conviction renders you 
unsuitable for appointment. In making this 
decision, consideration will be given to the nature 
of the offence, how long ago and what age you 
were when it was committed, and any factors 
which may be relevant. 
 
Failure to declare a conviction, caution or bind-
over may, however, disqualify you from 
appointment, or result in dismissal or disciplinary 
action if the discrepancy comes to light. 
 
Under the Criminal Justice and Court Services 
Act 2000 it is an offence for an individual who 
has been disqualified from working with children 
to knowingly apply for offer to do, or accept or do 
any work in a ‘regulated position’, such as the 
post you are applying for. 
 

 
Equal Opportunities Policy 
Lancaster Girls’ Grammar School is an Equal 
Opportunities Employer. 
 
The School’s Equal Opportunities Policy states 
that it will give equal treatment to all persons 
within its organisation regardless of sex, marital 
status, race, colour, nationality, national origin, 
ethnic origin, sexual orientation, disability, age 
and not allow any individual to be disadvantaged 
by any other condition which cannot be shown as 
justifiable. 
 

 
Health 
Appointment to the post will also be subject to a 
satisfactory health record.  A medical 
examination may be required by the School. 



For more information, please contact the 

 Head of IT and Apprenticeship Training 
 

Mr Ian Jones 
 

Tel: 01524 581661  

Email: i.jones@lggs.org.uk 

 

 

 

Lancaster Girls’ Grammar School 

Regent Street, Lancaster, LA1 1SF 

 


