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INFORMATION COMMUNICATIONS TECHNICIAN (APPRENTICESHIP) 

Required January/ February 2023  

 

The position 
Saint Nicholas School is seeking a motivated and organised ICT Apprentice to support staff and pupils with IT 
systems.  Reporting to the Bursar and working closing with the IT Manager, this is a fantastic opportunity for 
someone wishing to start their career in IT and gain CompTIA qualifications.  Subject to meeting qualifying 
criteria, the successful applicant will receive apprenticeship training delivered by Primary Goal, a national digital 
industries apprenticeship training provider working with schools and businesses focused on delivering high 
quality teaching and learning apprenticeship programmes.  

 

The successful applicant 
The successful candidate will be fully committed to working in a front line role and providing excellent customer 
service to support the school; will relish working in a fast-paced environment, be passionate about new and 
emerging technologies and be able to see tasks through to completion. The ICT Apprentice will be a key member 
of school support staff and will liaise regularly with the ICT Manager and Bursar.  No formal experience is 
required but a knowledge of the Microsoft 365 suite and basic networking principles are desirable but not 
essential.  The position requires a minimum of GCSE English and Maths grade 4 (or above). The successful 
candidate will have the willingness to learn, the ability to communicate effectively and confidently, strong 
attention to detail and good IT skills.   

 
The role is a fixed term apprenticeship (19 months including end point assessment), full-time position with 4 
weeks holiday. The successful candidate will work 37.5 hours per week Monday to Friday.  One day a week will 
be allocated to training.  The position has an hourly rate of £6.83 which equates to an annual salary of £13,318.  
For the right candidate there may be opportunity to progress to the next level of apprenticeship training subject 
to meeting selection criteria at that stage. 
 
We offer a wide range of benefits to school staff including training and development opportunities, up to 50% 
fee reduction for children of staff (after completing one year), contributory pension, great career opportunities 
and free lunches (during term time). 

 

School’s history & background 
Saint Nicholas School was founded in 1939 with a total roll of 7 pupils.  By 1977, the pupil roll had increased 
to 140 and at this time the school moved from its modest premises in Mill Street, Churchgate Street, to the 
current location at Hillingdon House. Today, Saint Nicholas is a thriving independent coeducational day 
school catering for approximately 500 pupils aged from 2 ½ to 16, with a nursery for babies from 3 months 
of age scheduled to open in early 2023. 

The school is situated in delightful gardens and grounds which extend to more than 14 acres. Pupils in the 
lower, middle and upper school are each housed in their own area, within close proximity of each other, 
enabling good access to shared facilities. The School is very well equipped with specialist classrooms, 
science laboratories, technology areas, ICT rooms, and libraries. Sports facilities include extensive playing 
fields, tennis courts, a heated swimming pool, and a magnificent sports hall and state-of-the-art theatre. 

The School is located close to London and Cambridge with direct train access to both, as well as being a short 
drive from Stansted Airport and the London Underground via Epping. You can find more about the school by 
visiting our website https://www.saintnicholasschool.net/ 

Closing date for applications – applications will be reviewed on a rolling basis 
All applications to be made via Primary Goal 

IT Technical Support Apprentice – Primary Goal – Career Page (applytojob.com) 

Applications will be reviewed on a rolling basis so please apply as soon as possible.  Screened applicants will be 
required to complete the school’s application form on request. 

https://www.saintnicholasschool.net/
https://primarygoal.applytojob.com/apply/Z1iUmeaU7T/IT-Technical-Support-Apprentice?_gl=1*1ywzv4s*_ga*MTY2MDcxMTg5Ni4xNjYxODU2OTQ1*_ga_169TH6V1JR*MTY2OTc0MDg4OC4yNi4xLjE2Njk3NDIwODQuMTguMC4w
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KEY RESPONSIBILITIES 

 
An Information Communications Technician (ICT) provides support to the internal staff body, pupils and parents 
by using tools or systems to problem solve and trouble-shoot routine and non-routine problems. This 
occupation supports the internal staff body and pupils with their systems. They achieve this through monitoring 
and maintaining the systems and/or platforms to maximise productivity and user experience.   

 
This list is not exhaustive and you may be required to undertake other responsibilities and training as requested 
by your line manager 

 

 Provide technical support to the internal staff body both internal and external through a range of 
communication channels 

 Install and configure relevant software and hardware as appropriate for example mobile apps, printers, 
smart boards and PCs, laptops and tablets 

 Address IT issues by prioritising in response to customer service level agreements 

 Administer security access requirements and permissions for stakeholders escalating as necessary for 
example password resets 

 Support the roll-out of upgrades or new systems or applications 

 To provide first and second line IT and AV support services to end-users  

 Configure, test, and deploy end-user devices including laptops, tablets, desktop PCs, smart boards phones, 
and printers 

 Ensure that all aspects of support processes are documented and kept up to date 

 Manage (create, amend, delete and report) user accounts on all education systems including m365, Active 
Directory and other learning and administrative school systems 

 Assist in the on-boarding process of new starters, ensuring that all PCs, laptops, software, peripherals, 
accounts are working on the first day 

 Assist with the deployment of computers, including mobile devices to end-users  

 Ensure all classrooms and equipment are maintained and in optimum working order 

 Provide administrative and project implementation support 

 To assist in the provision of school-wide systems and services 

 To maintain and support all school end-user devices and peripherals 

 Maintain the IT asset and configuration management databases 

 Ensure that end-user systems and services meet health and safety requirements 

 To provide instruction to end-users in the use of end-user IT and AV facilities and services 
 

KEY SKILLS 

 Works independently and takes responsibility and maintains a productive and professional working 
environment with secure working practices 

 Demonstrates a passion for new and emerging technologies  

 Is rresilient and has a positive mental attitude when dealing with difficult situations 

 Displays a ‘can do’ attitude  

 Maintains a thorough and organised approach when working on issue troubleshooting and resolution 
 

KEY QUALIFICATIONS & EXPERIENCE 

 An Information Communications Technician is not expected to have undergone any formal training or hold 
qualifications for this role, but some informal learning relevant to the role is desirable.  

 Study towards and achieve the Information Communications Technician apprenticeship standard  

 Level 2 Functional Skills English and Maths or equivalent Grade C/ 4 or above.   

 No formal experience required 

 Knowledge of the Microsoft 365 Suite and basic networking principles are desirable but not essential   
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We would love to hear from you if you are looking to join a supportive and enthusiastic team in beautiful rural 
surroundings. We respect the hard work and commitment demonstrated by everyone at Saint Nicholas School 
and we are proud of the caring and mutually supportive atmosphere. 

Saint Nicholas School is fully committed to safeguarding and promoting the welfare of children, young people 
and other vulnerable groups and expects all staff, parents and volunteers to share this commitment. All staff 

and volunteers, where appropriate, will be required to complete our safer recruitment checks including qualifications; 
references; enhanced DBS and barred list; proof of identity; right to work in the UK; overseas, EEA and prohibition 
checks. New employees will be required to submit a Staff Self Declaration form (referring to disqualification under the 
Childcare Act 2006 as amended in 2018). 

EQUALITY AND DIVERSITY 

Saint Nicholas School aims to employ staff who are best qualified for the post and does not discriminate on the grounds 
of race, colour, nationality, ethnic or national origin, religion or religious belief, sexual orientation, marital or civil 
partnership status, disability or age. 

As a result of the Asylum and Immigration Act 1996, employers now have to verify that new recruits who are not British 
nationals are eligible to work in this country. Therefore, any applicant who is offered an interview will be asked to 
provide official documentation to verify their ID, address and right to work in the UK. It is also normal practice for the 
School to ask for original qualifications and professional membership documents to be presented as detailed on the 
application form. 

 


