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JOB OUTLINE 

Job title: Entry Level Information Technology Technician 

Job ref: HFL1559 

Hours: Full time 37 hours per week Monday to Friday (term time/part 
time, 2 plus full days per week considered for the right candidate) 

Salary: FTE £24,308.60 p.a – plus excellent benefits. 

Contract: Permanent 

Reports to: Service Delivery Manager 

Team: Technology in Schools 

Location: Working across educational settings in Hertfordshire and 
neighbouring counties, with occasional visits to our Head Office at 
Abel Smith House, Stevenage as required.  

OUR COMPANY 
HFL Education (Formerly Herts for Learning) is an award-winning provider of products 
and services to schools and educational settings within and outside Hertfordshire. We 
believe that every young person, through access to a great education, should be able 
to realise their potential, regardless of where they live or their circumstances.   

We focus on supporting the schools we work with to achieve successful long-term 
outcomes for their children. HFL is majority owned by Hertfordshire schools and 
operates with a not-for-profit ethos.   

JOB CONTEXT 
HFL’s Business Services delivers a complete range of services to support school and 
educational settings, develop and complement the work of Headteachers, Governors, 
School Business Managers, Finance, HR and admin staff, as well as helping them get 
the best from existing technology. The Technology in Schools team provide support, 
guidance, training, project management, solution architecture and consultancy services 
to approximately 300 schools in Hertfordshire.  
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PURPOSE OF THE JOB 
As an IT Technician at HFL Education, you become part of the school family, regularly 
travelling to school sites across Hertfordshire and neighbouring counties (5 days a 
week) to provide hands-on support to solve IT issues and build trusted relationships. 
During school holidays, you will join one of our installation teams, visiting school sites 
to assist with the installation of new school networks, Wi-Fi or Cloud solutions, and 
the enrolment of new devices and applications for schools. 
Additionally, as business needs require, you will provide occasional support to the 
service desk, assisting in troubleshooting and resolving IT issues remotely to ensure 
consistent service delivery. 

 
MAIN AREAS OF RESPONSIBILITY  
To deliver the onsite and service desk support element of our managed ICT service to 
schools, including:  

• Maintenance and support of ICT equipment including Microsoft Windows, 
Apple iOS and Google devices 

• Setup and build of workstations/laptops/tablets to company standard 
configuration  

• Installation and configuration of software, drivers, printers etc.  
• Basic administration of Office365  
• Maintenance and troubleshooting of Audio-Visual equipment – interactive 

whiteboards, projectors, smart TVs, digital signage etc.  
 
The duties and responsibilities listed above describe the post as it is at present.  The 
post holder is expected to accept any reasonable alterations that may from time to 
time become necessary. 
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PERSON SPECIFICATION 

Knowledge of:  
• Basic level of experience of Windows operating systems up to and including 

Windows 10/Server 2016, Antivirus software, Wireless technologies, Apple 
iOS, Office365 (Desirable)  

• Any other relevant qualifications, more specifically in a technical subject 
(Desirable) 

• We will consider applications from a non-technical background if you show 
aptitude, passion and enthusiasm for learning technology skills 

 

Experience of: 
• Some experience of working in an educational environment or setting (Desirable)  
 

Skills and abilities: 
• Have an approachable manner, be professional, organised and methodical and 

be able to manage and prioritise your own workload whilst remaining calm 
under pressure (Essential)  

• Pro-active attitude (Essential)  
• Excellent communication skills (verbal and written) (Essential)  
• Very good administrative abilities to log activities accurately in a timely manner 

(Essential)  
• Excellent customer service skills (Essential)  
• Willing to learn new skills and take on new responsibilities as required 

(Essential)  
• Ability to work using your own initiative or as part of a team (Essential)   
• Problem solving and troubleshooting skills (Essential) 

 
Personal Qualities:   

• A genuine passion for technology (Essential)  
• Enthusiasm and willingness to learn lots of new skills and current technologies 

(Essential)  
• A positive attitude and a passion for helping people (Essential) 

 



 

 
4 

 

Training will be provided as part of your extensive induction programme and once you 
are out in school settings, support is provided by our Technology in Schools Service 
Desk.  As you will predominantly be working alone, this role will suit a candidate who 
is eager to learn and able to work under their own initiative. 

 

EQUAL OPPORTUNITIES 
HFL is committed to being an equal opportunities employer. We insist on the equal 
treatment of all current and prospective colleagues and will never condone 
discrimination on the basis of age, disability, sex, sexual orientation, pregnancy and 
maternity, race or ethnicity, religion or belief, gender identity, or marriage and civil 
partnership. 

HFL is also equally committed to becoming an anti-racist organisation and we 
encourage you to view our Anti-racist position statement  which gives clarity on our 
anti-racist stance. In our relentless efforts to be an anti-racist organisation, we 
recognise the negative impacts of under representation and lack of diversity in our 
organisation, our education system and in all aspects of our society. Therefore, for 
recruitment into any HFL post, where we have 2 or more candidates of equal merit, 
candidates with protected characteristics will be given advantage over candidates 
without such characteristics. This is sometimes referred to as a ‘tie-breaker’ and is 
referred to as ‘positive action’ in the Equality Act 2010.  

To help us meet our high standards and aspirations of a fully diverse and inclusive 
workplace, we strongly encourage suitably qualified applicants from all backgrounds 
to apply and to join us. 

Please note that if you are invited to interview, we will expect you to be prepared to 
discuss unconscious bias with us; we find these conversations more than any others 
give us all a good idea of what working together will be like.  

DISCLOSURE AND BARRING SERVICE 
This post may be subject to full pre-employment checks and is exempt from the 
Rehabilitation of Offenders Act 1974. Please note that additional information referring 
to the Disclosure and Barring Service is in the guidance notes to the application form. If 
you are invited to an interview, you will receive more information. 

INTELLECTUAL PROPERTY RIGHTS 
It is a contractual requirement of all employees of HFL to protect the intellectual, 
property rights of the company and to adhere to our company policy with regard to IP. 

https://www.hertsforlearning.co.uk/news/hfl-anti-racism-position-statement-may-2022
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