SPENCER PRIVATE HOSPITALS
 Job Description

[bookmark: _Hlk163756135]Job Title:		Digital Support Technician Apprentice (Level 3)
Department:		Information Technology
Responsible to:		IT/IG Operations Manager
Accountable to:		Head of Digital Transformation and IG Compliance 

JOB PURPOSE		
As part of the Digital Support Technician Apprenticeship (Level 3), to provide high quality technical support and advisory services for Spencer Private Hospitals staff, notably on digital applications. To provide proficiency across a variety of digital systems, support a range of software needs across digital systems and applications, time manage and prioritise helpdesk tickets, problem solves issues with software and coach through customer service to teach stakeholders and employees how to make the most effective use of digital systems and applications.
KEY RELATIONSHIPS	
· Local NHS IT Supplier
· Any Third Parties
· All end users including the Senior Management Team and Board

KEY RESPONSIBILITIES
Financial 		
· Work with the IT Officer to ensure all SPH Assets are mapped and appropriate support costs noted
Business Development	
· Help to develop and maintain key relationships with IT providers and all end users
· Work with the IT Officer to identify and assess potential process improvements and report to the IT/IG Operations Manager
· To provide assistance in the development of utilised software and in the upgrade of business used systems and applications
Quality		
· Provide excellent customer service to all stakeholders
· Maintain a log to track all support issues
· Assist or following training, undertake the installation of new and replacement desktop hardware and associated software in order to ensure the strategy of Spencer Private Hospitals is achieved
· Assist with the auditing of desktop equipment and maintenance of the hardware records, maintain details of equipment installed and removed, evaluate equipment for decommissioning, identify or remove equipment as appropriate and complete associated administration, in order to help maintain effective stock control and ensure value for money
· As part of the IT Team, liaise with the Management Accountant to ensure the Fixed Asset Register is up to date regarding all current IT hardware
Workforce		
· Under the supervision of the IT/IG Operations Manager, help to maintain the Spencer Active Directory
· Act as first line support and provide technical advice, guidance and support to all end users
· Provide a high-quality customer service and technical advisory service to desktop users
· Provide advice and basic training
· Ensure the resolution of problems, maintaining continuity of service, providing appropriate information and guidance
· Develop and maintain effective working relationships with suppliers, contactors and internal customers
· Ensure that workstations and associated hardware is appropriate, compatible and meets the needs of the customer.



This job description is intended to reflect, in outline, the responsibilities of the post holder, which may change over time with corporate or local business needs of Spencer Private Hospitals.  It will therefore be subject to periodic review and amendment in the light of changing circumstances and following consultation with the post holder.




Signed:  …………………………………… Date: ………………………………….








CORPORATE VALUES
Spencer Private Hospitals has a set of core values which are at the heart of the vision and all that we do.  We expect our team members to demonstrate these values in all areas of their work.


	PERFORMANCE
	Understands the corporate objectives of Spencer Private Hospitals and consistently produces work of a high standard, taking ownership and seeing tasks through to the end. Is motivated to do a great job and are not afraid to suggest different ways of working to help create efficiencies and improve performance.

	RESPECT
	
Treating everyone as you would want to be treated. We believe that respect does not just build character, it reveals it. Respect is often misunderstood, and many people expect others to show it to them, while not practicing this themselves. At SPH, we expect staff to show and practice respect to everyone. “You do not have to like every person you come into contact with. However, your ability to show respect and be respectful in front of, is a direct reflection on your character, not theirs”. Archie Moore


	INNOVATION
	Challenges appropriately and is prepared to raise concerns about quality, safety, and performance. Is actively engaged with improving the experience of patients and customers, learns from their experience and seeks to continuously improve their own performance and the performance of the service. 

	MAXIMISE
	
We maximise the talents, contributions and expertise of our staff. We encourage all staff to ‘own’ their SPH experience, taking an active part in supporting us to maximise their staff potential and contribution, enabling all staff to be a key part in the company’s success.


	EXCELLENCE
	Actively builds and maintains effective and respectful relationships adapting their approach where necessary. Confidently communicates in an open accurate and straightforward way and demonstrates effective communication skills to promote the needs of our patients and customers. Has a clear sense of their role, responsibilities, and purpose within their team.
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PERSON SPECIFICATION
Job Title: Digital Support Technician Apprentice (Level 3)
	ATTRIBUTES
	CRITERIA
	DEMONSTRATED BY

	
	
	Application
	Interview
	Test

	Education and Qualifications
	Essential
	· Minimum of 5 GCSE (or equivalent) including English and Maths to Grade C or above 
· Or Level 1/GCSE English and Maths (or equivalent Adult Literacy and Numeracy) Grade D
	X

X
	
	

	
	Desirable
	
	
	
	

	Knowledge and experience
	Essential
	· Experience in using Microsoft office
· A good understanding of IT, operating systems and applications including MS Windows and Office products computers and related devices
· Willing to undergo training as required
· Understands confidentiality 
· Ability to work flexibly on site and working remotely 
· A good understanding of digital applications
	X
X


X
X
X
X
	X
X


X
X
X
X
	

	
	Desirable
	· Knowledge of and experience of developing software and assisting in software upgrades
	X
	X
	

	Skills
	Essential
	· Team Player
· Ability to work independently and escalate issues
· Flexible to the needs of the business
· Excellent keyboard and Microsoft Office skills

	X
X

X

	X
X
X
X
	

	Personal Attributes
	Essential
	· Must be Self Motivated
· Excellent verbal and telephone communication skills 
	X
X
	X
X
	

	Other
	Essential
	· Excellent timekeeping and organised
· Reliable
· Ability to travel to SPH locations where necessary
· Ability to complete apprenticeship work outside of working hours if required
	X
X
X
X
	X
X
X
X
	

	
	Desirable
	· Clean driving licence & own car
	X
	X
	



