
 
 

 
SHA TIN COLLEGE, 3 Lai Wo Lane, Sui Wo Road, Fo Tan, Sha Tin, N.T., Hong Kong  
Tel: 2699 1811, Fax: 2695 0592, Email: info@shatincollege.edu.hk 
Website: http://www.shatincollege.edu.hk 
Principal: Ms. Carol Larkin 

 

This is a six form entry secondary school with a capacity for 1200 students. 
 

ICT TECHNICIAN 
 

The school is seeking to appoint an enthusiastic candidate with a good technical knowledge for the post of ICT 
Technician. The post holder will assist the Assistant Manager and ICT Officer in the following areas: 

 maintain the school’s computer networks, electronic equipment and servers 

 install new and existing software across the network 

 provide technical support for all users 

 provide administrative support, as required, for the ICT team 

 develop and maintain the school’s web site. 
 

Sha Tin College is a learning community and you will be required to work with students and staff in this environment. 
The successful candidate must have the following skills: 

 the ability to communicate with students and adults, with a very good command of written and spoken English 

 a willingness to learn as the right person will be offered training and may need to learn to use new software 

 the ability to work independently as well as in a team.  
 
Extensive experience in Microsoft platforms, cabling, and a willingness to develop these further are of significant 
advantage in this role. Appropriate qualifications and previous experience of working with students in an educational 
setting would be an advantage, however, fresh graduates or candidates with less experience will also be considered 
if they are ready to learn and would fit well with the culture of the school.  

 

The position is immediately available. 
 

Closing date:  16 July 2018 
 
 

Applicants must possess a valid work visa. 
 

Applications should be sent via the website email link (http://recruit.esf.edu.hk) including a CV and the names and 
contact details (email/fax) of two professional referees stating the position applied for as the email subject. 

 
 

Personal data provided by job applicants will be used strictly in accordance with the English Schools Foundation’s Personal Data Policy, a 
copy of which will be provided immediately upon request. 

 
Website: 

http://www.esf.edu.hk 
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JOB FAMILY: SUPPORT STAFF 
 
 

Role Name ICT Technician 

Job Code  

Role Summary The ICT Technician is responsible for assisting the Assistant Manager and ICT Officer to maintain the 
school’s ICT networks, electronic equipment, install new and existing software across the network, 
provide technical support for all users, curriculum and administrative, develop and maintain the school’s 
web site. 

Main Accountabilities Main Duties: 

 Set up and operate audio and video equipment including microphones, sound speakers, video 
screens, projectors, video monitors, recording equipment, connecting wires and cables, 
sound and mixing boards, and related electronic equipment for school events, meetings and 
presentations. 

 Provide support for the computer network, printers, electronic equipment and filming devices 
and associated routines, including administering backups for the staff in school. 

 Carry out basic ICT repairs and install/upgrade the computer software as necessary. 
 Maintain and update an inventory of all IT equipment and other electronic equipment. 

 Monitor the school octopus system  

 Take action for the Helpdesk requests regarding ICT matters. 
 General administrative duties i.e. quotation, procurement, photocopies and filing etc. 

 Assist the Assistant Manager and ICT Officer to 
- Ensure the school a coherent ICT vision is established and met within budgetary 

constraints. 
- Maintain the systems and applications software provided on a whole- school basis on 

all networked computers and computer systems. 
- Scan all systems regularly for viruses and other intrusions and to take an 

appropriate action when systems are disabled 
- Ensure that the backup system is running without problem and the backup data can 

be restored as requested. 
- Maintain all hardware associated with the systems and stand-alone computers. 
- Dispose damaged computer hardware, software and other computer accessories in 

accordance with ESF capital asset guidance. 
- Assign Helpdesk tasks to other support staff during absence of the ICT Officer. 
- Any other tasks that are required in order to ensure that the ICT equipment in the 

school is used for the fulfilment of the school aims and policies. 
 

Any other duties as reasonably assigned by the Business and Administration Manager in line with policy 
and practice for rotation of duties among staff for breadth of knowledge and experience as means in 
attaining good team work and objectives for training and development. 

Typical reporting relationship The ICT Technician will report to Assistant Manager and ICT Officer with responsibility for ICT 
and report to the Business and Administration Manager for Finance and HR issues. 



Minimum typical education Higher Diploma/Degree in Computer Science/Engineering & Operations Management 
or equivalent 

Minimum typical experience 1-3 years in Secondary School ICT Technician post in relation to Operating 
Systems/Server/Networking/System Development/Hardware 

Core Professional / Technical 
Competencies required 

Abilities 

The person appointed must be able to work under pressure and within tight deadlines. The position also 

requires good understanding of English with relevant experience. The post holder must demonstrate an 

ability to follow oral and written directions and to work to and meet agreed objectives and 

responsibilities. 

Other Abilities include: 

- Willingness to learn new skills 

- Willingness and adaptability in tackling the variety of tasks arising in a school environment 

- The ability to use your initiative, and to work as part of a team 

- The ability to be accurate and methodical 

- Liaise with internal and external stakeholders 
- Interest in education, people/communication/training skills 

- Comfortable working with children and adults 

Knowledge 

- Strong knowledge of ICT hardware and software and the integration of the two 

- Working knowledge of common user applications: Microsoft office applications 

- Latest development of ICT system 

Core Soft / Transferable 
Competencies required 

- Organisational skills in relation to systems, users and equipment. 

- Customer service 
- Problem–solving skills 
- Collaboration/teamwork 
- Planning and organizing work 
- Result orientation 
- Acts in the best interest of the school and ESF 

Development / Training to 
support role competencies 

Development activities 

To be negotiated as part of the performance management process 

Relevant courses 

To be negotiated as part of the performance management plan 

Notes: 

 

English Schools Foundation 


