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IT SUPPORT OFFICER 

 

Summer Fields is a boarding and day preparatory school for approximately 240 boys aged 8 to 13 

years. In September we will be opening a brand new Summer Fields Pre-Prep, catering for boys from 

Reception to Year 3. The school is situated in Summertown, two miles north of the centre of Oxford 

and has 70 acres of superb grounds. Summer Fields has always held a strong academic tradition and 

each year boys pass Common Entrance and regularly win major scholarships to the top Public Schools 

in the country. 

 

Summer Fields has always been at the forefront of preparatory school education and IT has become 

an increasingly significant ingredient in our success. The school wishes to appoint an experienced and 

ambitious IT professional to make best use of the school's IT resources and in doing so have a 

dramatically positive impact on learning. The IT Support Officer will be the first point of contact for all 

IT users and will be responsible for overseeing all IT tickets raised to the helpdesk and also support 

innovative use of IT for teaching and learning and for administration. There is real opportunity to add 

value across all areas of the school.  

 

The school has ambitious plans for improving IT which will provide a great opportunity for the successful 

candidate to be involved in projects whilst working closely with the IT Network Manager. Principle 

developments include all aspects of the network infrastructure, the school's Virtual Leaning 

Environment, expanding the use of IT in the classroom to facilitate more flexible learning and 

improvements to the school's Management Information System. The IT Support Officer will report to 

the IT Network Manager but will be responsible for all IT matters and be encouraged to take on the 

proactive approach that the department has in place. Please review the Job Description for further 

details and don't hesitate to get in touch for further information. 

 

This is a fantastic opportunity to work in a prestigious independent school in a beautiful location in 

Summertown. Benefits include a contributory pension scheme, life assurance, an employee assistance 

programme and free parking. 

 

Application Procedure 

Please apply by submitting a fully completed application form with a letter of application. To satisfy the 

requirements for safer recruitment, we need to ask you for your full employment record. Details of any 

gaps between jobs or between finishing education and employment must be provided. If you have a 

CV you wish to send, please do so, however a completed application form with full employment 

history must still be provided. 

 

Full details and an application form are available either: 

• on our website: www.summerfields.com/page/?title=Recruitment 

• or from the HR Manager on 01865 459238  

• or recruitment@summerfields.com. 

 

Summer Fields is committed to safeguarding and promoting the welfare of children and we expect all 

staff to share this commitment. Applicants must be willing to undergo child protection screening 

appropriate to the post, including checks with past employers and the Disclosure and Barring Service. 

 

mailto:recruitment@summerfields.com
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INTRODUCTION 

Summer Fields was founded in 1864 by Archibald and Gertrude Maclaren at their home in North Oxford. 

Mrs Maclaren was a gifted classical scholar and Mr Maclaren was a fencing master with a passionate 

belief in the importance of physical fitness. It is from these roots that our school motto was born: Men’s 

sane in corpora sano, A healthy mind in a healthy body. The Maclarens established the importance of 

a breadth of education inside and outside the classroom, values which remain central to the education 

we offer today. 

 

Summer Fields is a full-boarding and day school for boys aged 8 to 13; there are currently around 240 

boys on the roll and the school is generally over-subscribed. We offer excellent teaching, traditional 

values and exceptional pastoral care. We continue to build on a strong academic legacy with an 

individual focus on strengthening each boy's confidence and abilities. 

 

Summer Fields is a special place and pastoral care is very strong. The school is a vibrant, extended 

family of staff and boys, living side-by-side in a close, busy, caring and friendly boarding community. 

We aim to ensure that each boy is happy, academically challenged and taking full advantage of life at 

Summer Fields, with its many possibilities and opportunities. 

 

Summer Fields celebrated its 150th birthday throughout 2014 and, as well as hosting many events to 

celebrate this anniversary, a major redevelopment of parts of the school has now been completed. In 

particular, a spectacular new £3m building providing new sport changing and other facilities, was opened 

in January 2016. The school is thriving on all levels and we are entering an exciting new phase in our 

history. In September 2018 we will be opening a brand new Summer Fields Pre-Prep, catering for boys 

from Reception to Year 3. The school will be housed in Newton, one of the oldest and most historic 

buildings on the school’s 70-acre site; this will be a state-of-the-art development, providing purpose-built 

facilities for 80 boys aged four to eight.  

 

ACADEMIC RECORD 

Academic standards and outcomes are high. The principal entry point to the school is in Year 4, 

although a few boys join in Years 5 and 6 depending on places being available; admission is by 

selection. The aspirations of boys and parents are high and the school prides itself on the outstanding 

exam results achieved by our leavers. The school's greatest academic strength is excellent teaching at 

all levels and we are proud of the academic achievements of boys of all abilities. Each year boys pass 

Common Entrance and regularly win scholarships to the top Public Schools in the country. 

 

BOARDING 

The boarding structure is horizontal, according to age, in six Lodges (Houses), where the boys are 

looked after by a husband-and-wife team. Every boy has a personal Tutor, responsible for overseeing 

all aspects of his life at school and with whom he meets regularly, one-to one. In addition, a boy can 

seek help from Lodge parents, Form Masters and Mistresses, Sister and, of course, the Headmaster. 

 

The school is set within 70 acres of grounds and is extremely well resourced with many outstanding 

and modern facilities, which are continually added to. In addition to the academic curriculum, sport plays 

an important part in the life of the school, as does music, art, design and technology and drama; recent 

results in music scholarship exams, in particular, have been outstanding. All these activities, and many 

others, are extremely well provided for. The Chapel is at the heart of the school, both literally and 

figuratively. 
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WORKING AT SUMMER FIELDS 

Summer Fields recognises that staff are one of the school's most valuable assets. We therefore seek 

to recruit and retain well qualified academic and non-academic staff who demonstrate enthusiasm for 

their area of expertise. There are currently around 140 full-time and part-time staff with approximately 

50 staff and their families living on site. Working at Summer Fields is rewarding and all staff are 

encouraged to get fully involved with the life of the school. We are surrounded by beautiful grounds 

and we enjoy superb facilities. 

 

THE POSITION 

The IT Support Officer is required to provide technical support to users of the Summer Fields IT network. 

The key responsibilities are to respond to IT incidents and helpdesk tickets; contributing to the 

development of technical documentation; explaining services provided and troubleshooting problems as 

necessary. The post holder will work working closely with the IT Network Manager and will interact with 

staff and pupils ensuring that IT support is delivered effectively.  

 

This is a full-time position and the usual hours are from 08:30-17:30, Monday to Friday, with a one hour 

lunch break. The salary range for this position will be £23,000 to £25,000 depending on experience and 

qualifications. In a full year of employment, you will be entitled to 25 days of annual paid holiday plus 

statutory holidays which fall during school holidays. Holiday dates are to be agreed with the IT Network 

Manager. Other benefits include automatic enrolment in the school’s contributory Group Personal 

Pension Scheme. Members of this scheme are also included in the Summer Fields Group Life 

Assurance Scheme which offers life cover of three times of annual salary and access to an Employee 

Assistance Programme. Lunch is provided in the dining-room during term-time. 

 

In order to ensure the safety and security of all pupils at the School, applicants must be willing to undergo 

child protection screening. We are required to carry out a number of pre-employment checks including:- 

 obtaining references from past employers;  

 checking a full history of employment and verifying reasons for any gaps in employment;  

 an enhanced Disclosure and Barring Service criminal records check.  

 an overseas criminal record check is required for applicants who have lived abroad for three 

months or more in the last ten years. 

 

APPLICATION PROCEDURE 

Please apply by providing the following: 

 A fully completed application form. 

 A letter of application addressed to Mr James Kirk, Operations Director. 

 

To satisfy the requirements for safer recruitment, we need to ask you for your full employment record. 

Details of any gaps between jobs or between finishing education and employment must be 

provided. 

 

Applications should be emailed to recruitment@summerfields.com. If you have a CV you wish to 

enclose please do so, however a completed application form must still be provided.  If you require further 

information please call 01865 459238. 

  

mailto:recruitment@summerfields.com
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JOB DESCRIPTION 

 

 

Job title: IT Support Officer 

 

Reporting to: IT Network Manager  

 

Purpose of the Role  

To provide effective and timey IT technical support to staff and pupil users of the Summer Fields 

network.  

 

Main Responsibilities  

 Respond to helpdesk tickets and support staff and/or pupils experiencing technical difficulties. 

 Identify and repair common hardware and software problems on Windows desktops (Windows 

7 and Windows 10). 

 Provide technical support for school functions such as concerts, presentations, meetings etc. 

 Assist with maintenance of the network. 

 Install, update and configure software on desktop computers.  

 Maintain records of any equipment modified and support provided. 

 Contribute to development of technical documentation and other written material.  

 Liaise with third-party suppliers or support services where necessary. 

 Keep up to date on technical developments, (e.g. new operating systems, new applications and 

tools relevant to core tasks) and maintain and develop a personal skills profile. 

 
General 

 Undertake any other duties as reasonably requested by the IT Network Manager. 

 Support the school in its aims, ethos and objectives. 

 To comply with all health and safety procedures as required by the school. 

 All staff share the responsibility for safeguarding and promoting the welfare of children and 

must adhere to, and comply with, the Safeguarding Policy. 

This job description gives an indication of what will be required of the role and may be subject to 

change. 
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PERSON SPECIFICATION 

 

Essential Competencies 

 Educated to GCSE level with good literacy and numeracy (GCSE Maths and English). 

 CompTIA or similar ICT qualification. 

 Prior experience of successfully supporting IT users with varying levels of IT literacy. 

 Ability to communicate effectively with staff and pupils. 

 Up-to-date awareness of the IT matters, including new developments in legislation, licencing 

software and hardware. 

 Ability to work under own initiative.  

 Enthusiasm, energy and commitment. 

 Basic understanding of networking concepts (for example, an understanding of the 

functionality provided by DHCP, DNS etc. to Windows desktops, and how to diagnose 

common configuration problems on desktops relating to these services.) 

 Ability to diagnose and repair problems with common software packages such as Microsoft 

Office. 

 Good record keeping abilities, with the ability to log details of problems and solutions in an 

automated helpdesk system. 

 Experience of Microsoft Operating Systems (Windows 7/8/10, MAC OS), Microsoft Office 

2010, 2016 and Office 365. 

 Detailed knowledge of Windows 7/10 with the ability to diagnose software problems such as 

network or operating system configuration problems. 

 Knowledge of Microsoft Azure backup and TrendMicro antivirus software. 

 Apple technology (IOS/IPAD/Apple TV) and Lightspeed MDM software. 

 AV equipment (projectors / sound systems / interactive whiteboards and screens). 

 Internet/Smoothwall Web filtering/Firewalls. 

 Experience of network software deployments. 

 Networking (LAN/Switches/Wireless – Aerohive /Proxies). 

 Experience of Windows Server 2008/2012/2016 (Active Directory, DHCP, DNS, Permissions, 

GPO and VPN). 

Desirable Competencies 

 Experience or practical knowledge of configuring and resolving problems with the Mac OS X 

operating system and OS X applications.  

 Experience of working in an academic support environment or similar. 

 Prior experience of supporting a VLE, preferably Firefly. 

 Prior experience of School MIS, preferably ISAMs.  
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APPLICATION AND RECRUITMENT PROCESS GUIDANCE NOTES 

 

Summer Fields is committed to safeguarding and promoting the welfare of every child at the school and 

expects all staff and volunteers to share this commitment. Applicants must be willing to undergo child 

protection screening, including checks with past employers and the Disclosure and Barring Service. 

 

Application 

 Applications will only be accepted from candidates completing the application form in full. CVs will 

not be accepted in substitution for completed application forms in the absence of a good reason.  

However, they may be sent in addition to the application form. 

 You are required to provide your complete employment history from leaving education to the 

present, ensuring that there are no gaps. Any gaps in your employment record will be verified 

during interview and employment dates will be verified with your referees. 

 Candidates should be aware that all posts in the school involve some degree of responsibility for 

safeguarding children, although the extent of that responsibility will vary according to the nature 

of the post. Please see the job description for the post.  If you are invited to attend a formal 

interview your suitability to work with children will be assessed. 

 Accordingly, this post is exempt from the Rehabilitation of Offenders Act 1974 and therefore any 

unprotected spent convictions, cautions, reprimands and final warnings, must be declared. 

 All successful applicants will be required to apply for an Enhanced Disclosure from the Disclosure 

and Barring Service. Applicants with periods of overseas residence and those with little or no 

previous UK residence will also be asked to apply for the equivalent of a disclosure, if one is 

available in the relevant jurisdiction.  

 The school will carry out a Barred List check to ensure that applicants are not unsuitable for 

working with children. The school is also required to check that anyone appointed to carry out 

teaching work is not subject to a Prohibition Order issued by the Secretary of State. 

 We will seek references on shortlisted candidates and may approach previous employers for 

information to verify particular experience or qualifications before interview. Please indicate on the 

Application Form if you would prefer us not to contact your current employer until later in the 

recruitment process. We do not accept open references, references from relatives or from 

someone known to you solely as a friend. 

 If you are currently working with children, on either a paid or voluntary basis, your current employer 

will be asked about disciplinary offences, including disciplinary offences relating to children or young 

persons (whether the disciplinary sanction is current or time expired), and whether you have been 

the subject of any child protection allegations or concerns and if so the outcome of any enquiry or 

disciplinary procedure. If you are not currently working with children but have done so in the past, 

that previous employer will be asked about those issues. Where neither your current nor previous 

employment has involved working with children, your current employer will still be asked about your 

suitability to work with children, although it may, where appropriate, answer not applicable if your 

duties have not brought you into contact with children or young persons.   

 The provision of false information is an offence and could result in the application being rejected or 

summary dismissal if the applicant has been selected and possible referral to the police and/or the 

Department for Education.   
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Conditional Offer of Appointment 

Any offer to a successful candidate will be conditional upon the following criteria: 

 receipt of at least two satisfactory references (if these have not already been received), 

which have been personally verified; 

 verification of original identity documents and right to work in the UK; 

 verification of documents confirming any educational and professional qualifications that are 

necessary or relevant to the post (e.g. the original or certified copy of certificates, diplomas, 

etc.)  Where originals or certified copies are not available, written confirmation of the relevant 

qualifications must be obtained from the awarding body; 

 a satisfactory DBS Enhanced Disclosure, a check of the Children’s Barred List and whether 

anyone appointed to a teaching post is not subject to a Prohibition Order; 

 where the successful candidate has worked or been resident overseas, such checks and 

confirmations as the school may be required to undertake in accordance with statutory 

guidance; 

 for staff working in our EYFS setting, the completion of a Self-Declaration Form is required to 

confirm whether they, or anyone in their household, meet any of the criteria for 

disqualification under The Childcare (Disqualification) Regulations 2009. 

 verification of medical fitness in accordance with DfE Circular 4/99 Physical and Mental 

Fitness to Teach. 

 

Warning 

Where a candidate is: 

 found to be on DfE’s Barred List or Prohibition Order, or the DBS disclosure shows s/he has 

been disqualified from working with children by a court, or, 

 found to have provided false information in, or in support of, his/her application, or 

 the subject of serious expressions of concern as to his/her suitability to work with children, 

the facts will be reported to the police and/or the local Safeguarding Children Board. 


