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JOB DESCRIPTION
CENMAC Junior Technician with associated Administration support
                           Full Time – 5 days (35 hours)

Responsible to Head of Service 

Purpose of Job

Key Responsibilities 

· To work as part of the CENMAC outreach services team located at Charlton Park Academy. This includes the technology setup and management services of our loan library of assistive technologies.  
· To support the administrative and technician lead in their roles and responsibilities in maintaining the smooth operation of the CENMAC outreach service.  
· To provide support to the advisory team in the general preparation of resources and communication within the day-to-day responsibilities for their role.  
Skills and Attributes 

· To have good problem-solving skills, be highly motivated and have a positive can-do attitude. 
· To have good time management skills and be able to confidently manage workload to ensure an efficient service.   
· To have good working knowledge of basic hardware and software platforms. 
· To have good communication skills and keep the technician and administrative leads up to date with progress. 
· To be able to work without always having direct supervision.  
· To be proactive and take initiative in providing an effective service in a fast-paced environment.
· Ability to work under pressure and to deadlines while maintaining a good eye for detail and accuracy.
· To be confident with a range of technology including Microsoft 365
· To have good communication skills and use online systems to keep the team updated.
· To be positive, creative, and innovative in your approach. To be willing to learn about new products and technology and share this knowledge.
· To put the child, young person and their family at the centre of the provision.  

Day-to-day responsibilities:
Administration 
Equipment Process
· Populate school indemnity forms and home loan forms  
· Create bag tag labels  
· Package equipment for couriering, including labelling  
· Book couriers for collection/delivery   
· Liaise with CENMAC/school staff when necessary to organise collections/delivery  
· Package and take post to the Finance officer for franking 
· Maintain and update the collection and delivery spreadsheet  
· Return equipment to stock on the database and complete all relevant forms 
· Scan, save and file all forms in SharePoint  
· Support the effective communication with a remote working team via Office 365.


Technical 

· Set up administrative logins for key software packages – Wikis, Education City, Espresso, Twinkl, Nessy and any others as required
· Maintain the stock cupboard in order along with the database
· Basic programming on communication devices and setting up of accounts 
· Book back in equipment, cleaning and clearing device. Keeping library of equipment organised
· General admin on the company database and Microsoft SharePoint keeping records up to date. 
· Keep software records up to date and identify when additional licences needed
· Research particular technology and software as requested by advisory team 
· Setting up of equipment request as directed by the CENMAC advisory team
· Support CENMAC advisory team in remote technical support
· Development of training guides and media resources for specialist equipment and software
· Receipt of equipment delivery 
· Manage the assessment kit, check back in, and prepare for booked appointments
· General technical repairs and recycling of equipment
· Support the ongoing developments of the CENMAC database and inputting of data
· Support trouble shooting and respond to technical issues as they arise within Charlton Park Academy and the CENMAC community. 

Administrative and technical support for CENMAC events and training 
· Prepare equipment ready for training and events as directed (both onsite and at external venues)
· Prepare evaluation login/form and training resources needed
· Support set up and pack up for events (annual conference Communication Works at Charlton athletic stadium) and training sessions
· Venue liaison.

General

· Undertake any other general technical or administrative tasks as directed by the team.











CENMAC at Charlton Park Academy is committed to safeguarding and promoting the welfare of children and young people and requires all staff and volunteers to share and demonstrate this commitment.
The successful candidate will have to meet the requirements of the person specification and will be subject to pre-employment checks including a health check, an enhanced DBS check and satisfactory references.
This job description may be amended at any time, to reflect or anticipate changes in the job. This job description will be reviewed annually or when necessary. You may be asked to work between different school sites.

Declaration As a Junior Technician, I will be committed to the rights of pupils and promote their wellbeing and safeguarding at all times, making this my priority. It will be my duty to adhere to all safeguarding policies and share relevant information. As part of the risk by association legislation I will inform my line manager immediately if anyone in my household has been cautioned or convicted of a sexual assault or violent offence; my own children are subjected to a court order; or if I have been disqualified from private fostering.



CENMAC at Charlton Park Academy, Charlton Park Road, London, SE7 8JB
Tel: 020 8854 1019  |  email: mail@cenmac.com  |  website: cenmac.com
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