Job Description 

[bookmark: _Hlk530663196]This form is used to provide a complete description of the specific job and defines the required skills, knowledge, behaviours, qualifications, and experience.
Section A: Job Profile
The job profile provides key information relating to the salary and working conditions e.g. location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Assistive Technology Technician (ICT/AAC), SEN Support Services (SENSS)

	Salary:
	Actual salary for role is £16,340-£17,690 (20 hours, term time only) 
FTE salary £34,434-£37,280 

	Grade:
	Grade 9

	Hours:
	20 hours (part time); Term Time Only (39 weeks); permanent

	Start date:
	As soon as possible

	Team:
	SENSS Assistive Technology

	Service Area:
	Children’s Services    

	Primary Location:
	Abbey Centre, Audlett Drive, Abingdon OX14 3GD

	Budget responsibility:
	No  

	Responsible to:
	Lead Teacher (SENSS Assistive Technology team)
Specialist Manager (SENSS Sensory, Physical and Complex Needs Service)

	Responsible for:
	N/A


Job Purpose
	[bookmark: _Hlk513794740]This is a brief overview of the key objectives of the job including the context within the team:
· Technical support to the SENSS specialist Assistive Technology (Information and Communication Technology (ICT) and Augmentative and Alternative Communication (AAC)) and Vision Impairment teams
· Administrative Focus
· Training and Development


Job Responsibilities 
	
The Assistive Technology (AT) team in SENSS provides specialised, multidisciplinary advice and solutions involving Augmentative and Alternative Communication (AAC) and Information and Communication Technology (ICT) to children and young people with severe disabilities and complex needs. The disabilities and needs may impact significantly on independence, ability to communicate, access to education and to general wellbeing. 

The Technician is an essential role in the AT team with main duties and responsibilities set out below.

Safeguarding
· This post is subject to a satisfactory enhanced certificate from the Disclosure and Barring Service.
· The post holder has individual responsibility for promoting and safeguarding the welfare of children and young people in line with local authority (LA) safeguarding procedures.

Technical support to the SENSS specialist Assistive Technology (Information and Communication Technology (ICT) and Augmentative and Alternative Communication (AAC)) and Vision Impairment teams
· Prepare, develop and produce ICT materials including hardware and software to support the work of the SENSS AT Advisory Teachers, AT Advisory Support Worker, AAC Speech and Language Therapists and the VI ICT Specialist. This will include, in some cases, the delivery of equipment, its monitoring, and back up technical support.
· Day-to-day service of SENSS ICT equipment and communication devices (Augmentative and Alternative Communication Aids, AAC).
· Support the team to research the most appropriate hardware and software and IT solutions. 
· Manage MS Office 365 Tenancy, Apple Business Manager, Mobile Device Manager (MDM) and Domain Management.
· Manage MS Teams lists and Workflows. 
· Configure Apple iPad and Windows.
· Ensure that portable equipment is appropriately charged.
· Ensure that ICT consumables stocks are maintained at an advised level.
· Install new software / hardware as requested by colleagues.
· Set up software for Switch Access and Eye Gaze control.
· Set up iPads, adding apps and security.
· Arrange the delivery of new equipment and collecting from schools any equipment that is no longer required. That includes using delivery services. 
· Manage and keeping records of temporary loan equipment for SENSS Teams. 
· Electrically test equipment before and after loan. 
· Clean equipment before and after a loan. 
· Dispose of old ICT and AAC Equipment safely.
· Repair (or arrange for the repair of) malfunctioning ICT and AAC equipment.
· Arrange and manage Remote Desktop Support for pupils and colleagues.
· Prepare equipment for training days and support sessions, including setting up the training room.
· Work cooperatively with colleagues in the same and other fields of expertise.
· Liaise with family and professionals supporting children and young people with SEN/LDD.
· Share responsibility for keeping the SENSS AT store and technician office and its equipment tidy and functional.
· Attend relevant interdisciplinary meetings and training sessions.
· Manage and prioritise own workload, within the requirements of co-ordinated multidisciplinary team working.

Administrative Focus
· Provide weekly plans of working time allocation and activities using internal electronic diary systems.
· Liaise with the AT Lead Teacher over day to day, and week to week changes in working practice which may be required.
· Maintain the task log and pupil equipment records in MS Teams and EYES (Liquid Logic System).

· Maintain records of the usage of courier services. 

· Ensure the correct paperwork is shared with schools and parents prior to new equipment being delivered.

· Place orders and liaise with SENSS Business Support Team to arrange delivery.

· Manage Purchase Card Transactions following agreed procedures, and keep up to date with training requirements. 
· Log new equipment and software received into the appropriate lists. 

· Complete reports as required for providing information to parents, educational settings and other professionals. 

· Complete travel claims/expenses forms through ESS Lite in the Integrated Business Centre (IBC).
· Work within information sharing protocols and respect confidentiality. 
· Work within SENSS and Oxfordshire County Council procedures, policies and professional codes of conduct.

Training and Development
· Contribute to the ICT and AAC software training delivered to educational staff, families and carers.
· Demonstrate equipment and software / apps to members of the SENSS teams.
· Provide basic training in AAC and ICT Equipment/Software.
· Attend specialist courses and training in order to maintain and develop skills and knowledge required for working with pupils with SEND who need ICT to access the curriculum.
· Keep up to date with research and new initiatives in relation to communication devices for children.
· Keep up to date with the latest ICT and SEN Equipment in order to advise colleagues on availability and ‘best value’ of equipment required.
· Attend fire/lifting and handling/first aid training as required, and report any malfunctioning equipment to the Lead Teacher, AT team.


Additional Responsibilities
To undertake any additional duties consistent with the role of an AT Technician, as determined by the SENSS Manager, Director for Children, Education & Families or his/her representative.

The post holder will frequently be required to exert moderate physical effort associated with the manual handling of computer equipment, assistive technology and tools for demonstration, assessment, delivery and maintenance. 

For all staff: You have specific responsibilities under Health & Safety legislation to ensure that you:
· Take reasonable care for your own health and safety, and that of others affected by what you do, or do not do.
· Cooperate on all issues involving health and safety.
· Use work items provided for you correctly, in accordance with training and instructions.
· Do not interfere with or misuse anything provided for your health, safety, or welfare.
· Report any health and safety concerns to your line manager as soon as practicable.
· You have appropriate business insurance when travelling by car for Oxfordshire County Council.

Equal Opportunities
To undertake those duties which support the achievement of the Council’s equal opportunities objectives.

Children’s Rights
Oxfordshire County Council has signed up to a Children’s Rights Checklist and the post holder must work within this framework to ensure that they:
· think about children’s rights in relation to the service they are providing.
· consistently seek and act on the views of children and young people.
· can show that children’s rights are reflected in all aspects of the work of the team.

The post outline and list of duties is not meant to be exhaustive.  The post-holder will be expected to adopt a flexible attitude to the duties which may have to be varied subject to the needs of the service and in keeping with the general profile of the post.

SENSS seek to foster an inclusive approach to everything that we do. We recognise diversity in the workforce as an enormous strength that broadens our perspectives, enhances our understanding, and enriches our teams. 





Section B: Selection Criteria
[bookmark: _Hlk535396426][bookmark: _Hlk518652118]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have in order to perform the job. The selection criteria provide a list of essential (no more than 8-10) and desirable criteria (no more than 4). The criteria are aligned to our corporate values.

Each of the criteria listed below will be measured through; the application form (A), a test / exercise (T), an interview (I), a presentation (P) or documentation (D).

On your application form, you must provide a supporting statement which includes examples and evidence of when you have demonstrated the criteria listed below. You will be expected to address each point separately and in the order listed. If you do not complete a full supporting statement in the requested format your application may be rejected. 
	Essential Criteria
	Assessed By:

	An ability to communicate well in spoken and written English
	A, D

	Technical knowledge of Microsoft Windows based operating systems, MS 365 Tenancy, Apple Business Manager ABM, Mobile Device Manager MDM, Domain Management, iPad Configuration, and familiarity with Augmentative and Alternative Communication (AAC) software and hardware
	A, I

	Familiarity with MS Teams and Sharepoint 
	A

	Has, or willing to develop, knowledge of relevant education and health procedures, including safeguarding children, infection control, manual handling, information governance and health & safety
	A, D, I

	Relevant practical experience in electronic or electrical software engineering or computer science 
	A, I

	Practical experience of providing technical support ideally including experience of servicing and repairing IT equipment 
	A, I

	Proven ability to work positively in a team setting, listening and considering the views of others and actively sharing information
	A, I

	An ability to communicate sensitively and appropriately with colleagues at different levels, and with children and their parents
	A, I

	Proven ability to work effectively and independently, prioritising a range of tasks appropriately and organising time efficiently without immediate supervision
	A, I, T

	Remains calm under pressure
	A, I

	Technical problem-solving skills with computer hardware and software. An ability to think positively and come up with creative ideas and solutions 
	A, I, T

	Ability to apply up-to-date knowledge relevant to the post of an AT technician, seeking guidance when appropriate
	A, I

	Can identify potential health and safety issues relating to ICT equipment
	A, I

	The ability to respond positively to feedback, a commitment to learning and ongoing professional development and an openness to change and developing new ways of working
	A, I

	Evidence of enthusiasm and commitment to the role of Assistive Technology Technician and a determination to deliver positive outcomes for children and young people with SEND
	A, I

	A willingness to work in a range of settings across county and ability to travel as required
	A, I

	Desirable Criteria
	Assessed By:

	Training in computing, software or electronic engineering subject
	A, D

	Trained in PAT testing
	A, D

	Relevant and recent experience providing technical support to children with special educational needs including sensory impairment, physical disabilities and language disorder using communication technology
	A, I

	Experience working as part of a multi-agency team in the support of meeting the needs of a child with Special Educational Needs and / or Disability
	A, I

	[bookmark: _Hlk516569688][bookmark: _Hlk518653385][bookmark: _Hlk518651683]Relevant and recent practical experience of working with specialist educational software
	A, I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre-employment checks specific to this role include:

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring

	☐
	Other (please specify): 
	
	




[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	☐
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	☐
	Face-to-face contact with members of the public

	☐
	Other (please specify):
	
	




Agile Working

All staff may be required to work from a different base or in a different location at some point in the future in line with any Council or school needs.  Such changes will be made after proper consultation and shall be deemed to be reasonable after taking into account any personal requirements. 
image1.png
OXFORDSHIRE
COUNTY COUNCIL




image3.jpeg
12859 OXFORDSHIRE
Y COUNTY COUNCIL





image2.jpeg
$O000




