
                POSITION DESCRIPTION 

                     BETHANY LUTHERAN PRIMARY SCHOOL  

ICT ADMINISTRATOR 

BROAD RESPONSIBILITIES:  

The Bethany ICT Administrator is responsible for providing a systematic and professional approach to the 
management of ICT infrastructure and continuing to develop the School’s ICT infrastructure to support the 
strategic direction of the School. The ICT Administrator is also responsible for the delivery of technical 
support to students and staff as well as the deployment of ICT devices across the School. 

DIRECTLY RESPONSIBLE TO:  

Business Manager 

ETHOS:  

It is expected that the incumbent will conduct their work in an atmosphere of Christian service in support 
of the Ethos of Lutheran Schools.  

BETHANY TEAM:  

As a valued member of the team of staff, each member of staff:  

 desires to work in a Christian environment;  
 reflects a clear faith and trust in God, or a desire to explore and grow in faith and trust in God;  
 demonstrates an appreciation for the culture of the school community and seeks to contribute 

positively to it and enhance it in their daily interactions;  
 demonstrates loyalty to the Bethany brand;  
 supports the Christian underpinning of the school and its community in words and actions;  
 actively adopts and upholds the school’s mission, vision and values:  
 speaks the truth in love, communicates effectively and is actively invested in appropriate conflict 

resolution strategies;  
 demonstrates professionalism;  
 upholds the strictest of confidentiality regarding information and personnel, including students, 

parents of students, staff, the school and the school’s operations;  
  is familiar with and supports school policy and procedures in all activities;  
 demonstrates patience;  
 is responsive to family needs in a professional manner and makes families and visitors feel 

welcomed;  
 demonstrates mature and effective interpersonal skills.  

  



SPECIFIC AREAS OF RESPONSIBILITY 
 
TECHNICAL ICT SUPPORT 

 Install new software and hardware 
 Secure, security code and ensure the safe set up of new equipment to the standards stipulated by 

the Business Manager 
 Set up equipment such as laptops, tablets, interactive panels, sound systems and other specialist 

ICT equipment ensuring that systems are ready for use and operation correctly 
 Deliver hardware and resources to learning spaces and work areas as required 
 Implement and operate an effective IT helpdesk ticketing system 
 Troubleshooting both software and hardware issues across the network and all other ICT devices 

and equipment 
 Ensure virus and malware protection is maintained 
 Maintain the school domain 

 
CONFIGURATION & INSTALLATION 

 Create a structured approach to rolling out new hardware or software, including procurement, 
testing and assessing the needs of user training 

 
SERVER & NETWORK SUPPORT 

 Perform basic diagnostic routines  
 Perform checks to ensure that Wi-Fi and other ICT infrastructure is maintained 

 
MAINTENANCE 

 Develop a maintenance schedule for all hardware, software and IT infrastructure 
 Manage the structure of the school network and internal systems 
 Maintain and develop the school's website and intranet 
 Detect, diagnose and resolve device faults  
 Identify software, hardware and working practices required to fulfil the functional specification as 

defined by school staff 
 Ensure the safe disposal of obsolete equipment, used consumables and waste materials in line with 

recognised procedures and legal requirements 
 
ADMINISTRATION & SUPERVISION 

 Maintain an up-to-date inventory of all IT equipment and hardware, software and licences  
 Be responsible for an efficient stock control system and ensure that equipment and supplies are 

ordered in a timely fashion in consultation with the Business Manager 
 Provide advice for future purchases to the Business Manager  

 
OTHER DUTIES 

 To keep abreast of current hardware and software developments and provide advice on the best 
product for a given task 

 To attend meetings with the Business Manager, and eLearning Committee Meetings when 
requested 

 Liaise with suppliers for maintenance or licensing 
 Any other tasks as reasonably directed by the Business Manager or Principal 
 Meet all responsibilities in relation to Workplace Health and Safety 
 Adhere to the Code of Conduct and all Policies and Procedures of the School 

 
  



 
ATTRIBUTES 

 Confident, positive and friendly demeanor 
 Exceptional communication skills, both oral and written. In addition, the ICT Administrator should 

be able to communicate technical issues in a way that their audience can understand  
 Good organisational and time management skills 
 Willingness to implement continuous improvement and adapt to change 
 Ability to triage jobs in line with school priorities 
 A strong ability to work as part of a team, as well as complete individual tasks 
 Maintain a strong service focus at all times 

 
 

QUALIFICATIONS AND EXPERIENCE 
 Experience in a similar position with high level ICT support responsibility would be an advantage 
 Bachelor degree in Information Communications and Technology (or equivalent) would be an 

advantage 
 Hold a current Working With Children Blue Card or have the ability to obtain one 
 Experience in a school environment and/or working with children highly regarded but not essential 

 
 
CONDITIONS OF EMPLOYMENT 

 The terms and conditions of employment shall be as detailed in the Queensland Lutheran Schools 
Enterprise Agreement; 

 The salary is based on the relevant experience level as outlined in the Queensland Schools 
Enterprise Agreement; 

 A six (6) month suitability probationary period applies; 
 Employment maintenance is subject to all relevant laws and policies, both current and future, being 

adhered to, as well as the satisfactory execution of the duties and tasks outlined in this Position 
Description. 

 
 
 

 


