
 

Position title: Tech Help Officer   Last Reviewed:: 04/02/2021     
Page 1 
 

  
Role Description 
Tech Help Officer 

 
 

Title Tech Help Officer 
Classification Education Support Employee 

ESA - Level 2 (4 weeks leave per annum) 
Time fraction Full time 
Salary Range $62,668 – 71,584 
Employment Status Fixed Term  
Date Reviewed 4/02/2021 

 
Introduction: 

In our Sacred Heart school there has been a long tradition of particular care for every student. It is the 
policy of Sacré Cœur to live out the values that reflect its Sacred Heart tradition.  These values are 
embodied in the Goals of Sacred Heart education, which are: 
 

1. A personal and active faith in God 
 
2. A deep respect for intellectual values 
 
3. The building of community as a Christian value 
 
4. A social awareness that impels to action 
 
5. Personal growth in an atmosphere of wise freedom 
 
Sacré Cœur places an emphasis on serious study and academic excellence. The curriculum is 
designed to engender the integral development of pupils, encouraging physical, intellectual, moral, 
creative and spiritual growth in a supportive and co-operative learning environment.  
At Sacré Cœur we aspire to the highest professional standards.  This is reflected in the quality of the 
relationship between staff and students, the learning environment created, the concern for each 
individual and a hard-working conscientious approach to all responsibilities. 
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Responsible to: 

The Tech Help Officer is responsible to the IT Manager. 
 
 
Organisational Relationships: 

 
Internal 
▪ IT Manager 
▪ IT Staff 

External 
▪ IT/AV service providers 

▪ Information Services Manager 
▪ Staff 
▪ Students 

 

 
The duties outlined in this role description may be subject to variation from time-to-time by the 
Principal. 
 
Key Responsibilities: 

The Tech Help Officer will be a person of suitable experience who is willing to continue such 
development as supported by the School. The Tech Help Officer will be an individual enthused by 
and committed to this role, and its responsibilities and challenges. 
 
● Ensure optimum performance of IT/AV facilities and continuity of service, both for 

communication and curriculum use. 

● Ensure the School’s resources are managed effectively and smoothly to bring about 

equality of opportunity and optimum access for all our students and staff. 

● Delivery of outstanding support services to all students, staff and community members. 

● Use of IT/AV resources, both hardware and software to assist support student learning and 

other School operations. 

 

General Responsibilities: 
 

● Contribution to and maintenance of knowledge base and other support resources. 

● Effective contribution to a positive culture within IT and Information Services support teams. 

● Contribute to the effective management and maintenance of IT/AV systems. 
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Specific Duties: 
 

General Duties 
 

● Maintaining, installing, supporting and monitoring the use of computer equipment and 

peripherals for curriculum and administrative use within the School. 

● In partnership with the other members of the IT Team, keep up to date with new 

technologies and systems including new audio-visual and multimedia technologies and 

provide support for new initiatives when required. 

● Ensuring Health and Safety Regulations and Requirements are adhered to in respect of 

IT/AV equipment by ensuring regular safety checks are completed on materials and 

equipment. 

● Contributing to the technical aspects of the School’s IT Strategy in order to meet the desired 

outcomes as defined by the School’s Strategic Plan. 

● Ensuring timely communication with the School community of issues and initiatives related 

to IT/AV provision in the School. 

 

Audio Visual 
 
Organising and maintaining the AV and multimedia collection which includes: 

 

● Setting up equipment for classes, guest speakers, meetings and assemblies.  

● Providing assistance and training to staff as required in the use of AV equipment and 

facilitate staff orientation in ClickView usage. 

● Cataloguing and editing ClickView content. 

● Checking programme guides for curriculum-related content and dubbing and recording 

these, as requested by staff. 

● Downloading and distributing of digital images. 

● Recording, editing and distributing filmed student activities and performances. 

● Ordering supplies.  

● Attending interschool network (AVAIS) meetings and professional development. 

● Complying with relevant copyright legislation in sourcing content for multimedia collection. 

● Providing AV support to assemblies and events within the School. 

● Facilitating livestreams of assemblies and events within the School. 
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Technical  
 
● Providing technical support for network and infrastructure as required by end-users. 

● Under direction, installing equipment, systems and services provisioned by the School. 

● Undertaking day-to-day maintenance tasks in relation to system, infrastructure and end 

user devices. 

● Maintaining security and Integrity of hardware, software and data. 

● Ensuring devices connected to the School’s network are in line with agreed configuration. 

● Providing knowledge sharing, support and training for other staff. 

● Providing and monitoring effective and responsive first IT support to all users. 

● Triaging IT support requests into School’s helpdesk system. 

● Carrying out brief induction for all new users of School’s IT facilities when requested.  

● Creating and maintaining documentation for all key tasks completed. 

● Provision of new services as approved by the IT Manager. 

● Creating and maintaining staff and student user accounts in the school network systems. 

● Providing support for the School’s 1:1 Device Program in Years 5 – 12. 

● Liaising with third-party suppliers relating to computer repairs and consumables, as 

required. 

 
Resource Management 
 

● Providing and taking responsibility of maintenance support for infrastructure services. 

● Maintaining Asset Management systems/database for infrastructure and network 

equipment. 

 
Community Support 
 
● Promoting and supporting the use of the School ICT resources. 

● Developing the confidence and practice of colleagues in the use of IT to support learning in 

all areas of the curriculum and administration. 

● Participating in the discussion and implementation of new initiatives. 

● Keeping abreast of new developments in IT and inform others of these. 
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Personal Qualities: 
 
● As a highly visible member of staff to students and staff, the Tech Help Officer will model a 

positive and enthusiastic approach to technology to establish an active rapport and 

relationship between students, staff and the library and technology services. 

● Possess outstanding communication and liaison skills when dealing with a variety of 

people. 

● Ability to respond to a rapidly changing environment in a positive and flexible manner. 

● Ability to manage and prioritise their workload in order to meet deadlines. 

● Demonstrate practical knowledge and problem-solving strategies. 

● Proven knowledge and experience of working with information systems, AV technologies, 

support and customer service. 

 
Child Safety:  
 
Sacré Cœur is committed to the safety, wellbeing and inclusion of all our students. The School has 
zero tolerance for child abuse and is committed to the protection of all children from all forms of child 
abuse. Particular attention is paid to the most vulnerable children (Aboriginal and Torres Strait 
Islander, culturally and/or linguistically diverse backgrounds and children with a disability).  
 
In this context, Sacré Cœur implements a regular and comprehensive Child Safety and Protection 
program across the entire Sacré Cœur community. 
 
All staff at Sacré Cœur take an active role, and are well informed of their obligations, in relation to 
Child Safety under Ministerial Order No. 870 “Child Safe Standards – managing the risk of child abuse 
in schools”.  Employment at Sacré Cœur is subject to school policies including the Child Safety Policy, 
Child Safety Code of Conduct and Child Protection – Reporting Obligations Policy, being read, 
understood and adhered to by being proactive in reporting any concerns or identified risk. Where 
students are under staff care, there is an obligation to take all practical steps to protect students where 
a risk to students’ safety has been identified.  

 
Key Selection Criteria: 
 
Applicants must be able to demonstrate: 
 
Essential 
 
● A commitment to the Catholic ethos 

● A commitment to Child Safety 

● Outstanding interpersonal skills and the ability to develop and maintain excellent 

relationships with members of the School community. 

● Highly motivated with a high level of professional personal presentation.  
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● Possess a demonstrated ability to work flexibly as a team member and to carry out duties 

with minimal supervision, in an environment characterized by changing priorities and 

unexpected deadlines. 

● An ongoing commitment to professional development and a capacity to adapt to new 

technologies.  

● Demonstrated ability to confidently manage the Audio-Visual requirements for School 

assemblies and events including use technologies such as projectors, Vivi and 

livestreaming. 

 
Highly Desirable 

 

● Highly developed IT skills, including Google Suite, Microsoft Office and Adobe Suite, and 

experience with content management software programs and collaboration platforms. 

● Have a high level of competency in Audio Visual technologies. 

● The ideal candidate for this position is one who is energetic, personable, enjoys dealing 

with students and staff and has meticulous attention to detail. 

● Resourceful and flexible with excellent organisational, communication and customer service 

skills.  

● The ability to work both independently and effectively as part of a small cohesive team. 

 

Hours for this position will vary according to a roster system between 8am and 6 pm. 
 
The position is employed in accordance with the terms and conditions of the Victorian Catholic 
Education Multi Enterprise Agreement and the Educational Services (Schools) General Staff Award, 
which includes being available to the Deputy Principal or Business Manager during specified periods 
leading up to the commencement of school and after school finishes. 
 
All employees at Sacré Cœur are to follow the school policies and procedures, including the those 
relevant to the Occupational Health and Safety Act 2004 and Equal Opportunity Act. 
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