
CANDIDATE BRIEF FOR THE POSITION OF

IT Technician
(Full-Time)

MAY 2025



CANDIDATE BRIEF • IT TECHNICIAN

St Mary’s School, Hampstead is a Roman Catholic
Preparatory and Pre-Prep School for girls aged 2 years
6 months to 11 years. Founded in 1871 by the
Congregation of Jesus in the heart of Hampstead, the
School is surrounded by woodland and gardens on an
enviable plot of almost one acre, giving it a freedom of
space unusual in a London school. St Mary’s is proud to be
very much part of the wider community while remaining
true to the passionately held beliefs of the Congregation’s
founder, Mary Ward. In 1617, Mary Ward believed in the
provision of a thoroughly grounded academic and spiritual
education for girls as a foundation for an enriched and
confident adulthood. Her words were as resonant then
as they are today. Her enlightened understanding of the
need for an all-round education of women was based on
her certainty that, ‘There is no such difference between
men and women that women may not also do great
things.’ Although the School has been run as a separate
charity since 1992, there are still active and enduring links
with the Congregation of Jesus community. Today, the
School prides itself on its girls achieving academic success
whilst developing into caring, thoughtful individuals who
are kind to each other and embody the School’s ethos and
values. They are encouraged to be Risk takers, Resilient,
Respectful and Reflective in their faith, behaviour and
academic work. St Mary’s is an oasis where life-long
values are taught and modelled. Many other schools talk
about the importance of the individual but, at St Mary’s, 

there really is a wholehearted commitment to an all-
round education given with love. The School gives the
children physical and emotional space in which to grow.
The Trustees, Governors, Head and Staff are united in
their commitment to offering an education that provides
the highest possible attainment for each child. The School
provides a broad and creative curriculum where interests
and talents can be nurtured and celebrated. Spiritual and
moral principles are cherished in a way that is reflected
in the daily life of all within the School. St Mary’s values
the unique contribution of every child within the school
community and aims to encourage an active partnership
between home, school, parish and the wider community.
Intellectual development is emphasised and fostered
along with the pursuit of academic excellence. Academic
expectations are high and measured pupil achievement
is significantly above national standards both in the state
and independent sectors. Relationships with destination
schools are seen as extremely valuable by the parent
body and the Year 6 pupils themselves. The School is
justifiably proud of its excellent 11+ results. Year 6 leavers
regularly gain offers and academic scholarships from
schools including Camden School for Girls, Channing
School, City of London School for Girls, Francis Holland
School, Henrietta Barnet, Highgate School, North London
Collegiate, South Hampstead High School, St Mary’s Ascot,
St Michael’s Grammar and St Paul’s Girls’ School. The
School is registered with IAPS, ISA and CISC.

Introduction to St Mary’s School,
Hampstead
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Location and
Campus
St Mary’s is situated on one of the most attractive main
roads in London and, unlike other schools in the area, is
blessed with green space. The School occupies a spacious,
turn-of-the-century Grade 2 Listed building, with mosaic
floors and gardens to the rear, giving the School a surprising
feel of the country, with the children able to play
surrounded by lawns and mature trees. Hampstead is
famous for its literary and artistic connections, with
Kingsley Amis, Agatha Christie, John Betjeman, Florence
Nightingale, Sigmund Freud and Edward Elgar as just a few
who have chosen to live in the area. The theatre, cobbled
streets, quirky shops and famous Heath have never lost
their appeal and remain a haven for families and culture
lovers alike. The transport connections are excellent. The
overground at Hampstead Heath (ten minutes’ walk from
the centre of Hampstead Village) allows for easy travel
across London, while the Northern Line to Bank is only a 25-
minute journey. The number 46 bus route goes through to
Farringdon, while a 25-minute walk will take you to Chalk
Farm and Camden.
Number 47 Fitzjohn’s Avenue was designed by the 
architect George Lethbridge and built during the 1880s 
as a family home. The house and gardens were designed 
with grandeur and space in mind, two adjoining plots 
having been originally purchased by Louis and Anna 
Casella. 
It is reputed to have been one of the first houses 
constructed on the newly created Avenue. The house 
was sold to the Convent in 1926 when they moved from 
England’s Lane, with the Chapel being built during the 
late 1930s. The altar, pews and stained-glass windows in 
the Chapel came from the original Gothic Chapel at the 
England’s Lane site, where the School was situated from 
1875. A hall at garden level was constructed at the same 
time below the Chapel. The Chapel is situated at the heart 
of the School and provides space for prayer and stillness 
in beautifully calm surroundings. Classrooms are light and 
very large in comparison to many London schools, and a 
number have exceptional architectural features, including 
stained glass and original windows. Two halls provide 
large community spaces for the children. The clever 
design of the Mary Ward Hall, completed in 2010, which 
is used as a performance and assembly hall, gives even 
the youngest members of the School an area that inspires 
confident performance that can be shared unobtrusively 
by their parents. This is an exceptional addition to the 
School, providing not only the hall but also a new Art 
Room. Its inspirational design also provides an extra 
playground on the roof.

An extension built in the 1960s provides for six delightfully
proportioned EYFS classes. The Dining Room was
refurbished in 2015 with a new kitchen unit and beautifully
designed servery. In addition to the bistro-like ambience, a
small corner has been designed creatively to give a home-
kitchen appearance to provide a home economics
demonstration area for the pupils. St Mary’s is immensely
proud of its pioneering Global Learning Centre, which has
benefitted from refurbishment. The space includes a
cutting-edge Engineering and Robotics Lab, Virtual Reality
Launch Pad, and Art and Design Studio, as well as a Green
Room.

“As if the large interactive display screens (including the 
floor) and 3D printer wasn’t impressive enough, every 
pupil has access to VR headsets to aid ‘interactive learning 
experiences’ as part of their lessons.”

The Good Schools Guide

The leafy playgrounds make it easy to forget you are
in London and are located within one safe, convenient
site. Uniquely for the local area, the outdoor space is
extensive, enabling Staff to integrate many outdoor
lessons into their timetables. The children in Nursery
have their own dedicated garden, aptly named ‘The Secret
Garden’, where they can dig in the mud, play at the
water tables, learn from nature and spend time in the
sensory room.



Spiritual Life
The St Mary’s community is inclusive and diverse,
embracing and celebrating families from all faiths and
none. The School teaches the principles and foundations
of all world religions during Religious Education, and the
children are encouraged to discuss their beliefs openly.
At the centre of the School is the Chapel: not just in 

Structure of the
School &
Admissions
There is a two-form entry at Nursery. From Reception
onwards, there are two parallel forms, which continue
through to Year 6. Class sizes are limited to 20 pupils, with
setting in Maths and English from Year 5, enabling the
curriculum to be closely tailored to individual needs. The
School follows national nomenclature with EYFS, Key Stage
1 and Key Stage 2. Preference is given first to siblings and
then to Catholics. Roughly 50% of the pupils are Catholic,
and there is a real cultural mix, with many children coming
from families who have originated from countries that are
traditionally Roman Catholic. Over 70% of the children are
bilingual.

a physical location but also in ethos and action. The
Catholic education provided by St Mary’s is based on the
Gospel values of love, kindness, friendship, generosity,
forgiveness and respect. Pupils are actively encouraged
to engage with the wider community and to enjoy the
immeasurable benefit of making a positive contribution to
society, and this is put into action by placing a significant
focus on charity work and caring. By working on common
themes throughout the School, the children experience
a programme which enables and supports their faith
development. All children participate fully in acts of
worship through assemblies, hymn practices, whole-
school Masses, Praying Together Services and prayer
before meals and at the beginning and end of the day.
Father Chris Connor is the School Chaplain. He provides
spiritual guidance and wonderful pastoral support and
care for the whole school community. All of the School’s
Masses and liturgies take place in the Chapel. The children
are taught a wide variety of liturgical music, which
enhances all worship. There is a wonderful Chapel Choir,
which not only performs at School but also takes part in
other singing events in the city throughout the school
year. Children are prepared for the sacraments of First
Communion and Confession with the close involvement
of parents and Staff. Pupils are encouraged to understand
the practical side of their religion by involving themselves
in charitable work in the local community and supporting
various charities around the world. 
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Community Spirit
The focus and uniqueness of the School is the commitment
to preparing the pupils to be aware of their rights and
responsibilities. Being ready and willing to give something
back is seen as important, and the pupils are expected to
understand the value of justice, fairness, kindness and
being ready to have a go! The ‘St Mary’s Way’ sets a code
of behaviour for all to follow and is used by all the children,
from Pre-Nursery upwards:

The St Mary’s Way
• Treat other people as you would like to be treated 
• Do your best to be your best 
• Be honest and truthful 
• Listen to each other 
• Be kind and helpful 
• Forgive 
• Share

The children are respected, and there is every opportunity 
for their voices to be heard. There is a lovely, natural, 
friendly buzz in all of the classrooms, with children 
interacting purposefully with their teachers in the very 
active pursuit of learning. An understanding and respect 
for nature is inspired by the School’s surroundings and 
is evident both in the way in which the School is run and 
in the enthusiastic response of pupils to environmental 
initiatives, including consideration of how they get to 
and from school each day. The girls regularly take part in 
fundraising charity days and nationwide events, such as 
World Book Day. 
“This is a school with a big heart. Charity runs through its 
core, and during the Covid lockdown, the School raised 
enough money to buy 22 toilets around the world as part 
of their ‘taps, toilets and trash’ initiative. Plastic bottles 
are now banned on-site, and each child has been equipped 
with their own re-usable bottle.”

The Good Schools Guide

Around 80% of pupils are local, and parents speak of
being able to make genuine friends with a very strong
‘social mix’. The PTA, known as the Friends of St Mary’s,
concentrates on developing this community spirit and on
charitable giving, with parents keen and willing to become
involved.

A strong emphasis is placed on academic achievement.
The girls have to be prepared for all of the different entry
examinations to their destination schools. Although some
of these schools belong to the 11+ London Consortium,
some destination schools are not part of this, and so
the girls have to be prepared to undertake a number
of different entry examinations, all with different
requirements. St Mary’s currently adopts the Creative
Curriculum approach to teaching and learning, using a
single topic to deliver all aspects of the curriculum. The
academic philosophy is that, by linking academic subjects,
learning becomes motivating, purposeful and real. Also, by
placing creativity at the centre of the curriculum, children
will remain at the forefront of education practices, learn
to take greater risks, make tangible connections in their
learning and think deeply about real-world problems.
Central to delivering this Creative Curriculum is the Global
Learning Centre. This modern, innovative space has been
specially designed to promote STEAM at St Mary’s and
provide the girls with advanced skills for the next stage of
their education. Religious Education receives a very high
priority in terms of curriculum time, funding and resources,
and indeed, the Westminster Diocese Inspection Report of
2019 stated that “The School’s very strong Catholic identity
permeates all aspects of the learning environment of the
School... The quality of teaching is judged outstanding.
Teaching is creative, engaging and fun, ensuring that pupils
enjoy their lessons.” There is also provision of excellent
teaching and learning for children who require support,
with individual programmes being exceptionally well
planned and delivered with care and sensitivity by
well-trained Staff.

Academic Matters
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Extra-Curricular
Activities and
Enrichment
In keeping with the commitment to enrich, extend and
involve children, interests and talents are nurtured, and
there is a wonderful variety of experiences and activities in
which children can fully immerse themselves. The sports
programme is inclusive, and every pupil from Pre-Nursery
to Year 6 will participate in at least two P.E. lessons a week.
The lessons are supported by a plethora of sports clubs
before and after school. There is a well- equipped hall
onsite for gymnastics (in which St Mary’s is particularly
strong), and the spacious outside play area has been
enhanced. Climbing equipment has been installed, and the
full-size netball court has allowed for football, rugby,
cricket and tennis lessons to be introduced alongside
netball, dodgeball and rounders. The School also uses
excellent local facilities, such as Hampstead Heath for
athletics and Swiss Cottage Leisure Centre for swimming.
Children show great enthusiasm and an appropriate
competitive spirit for individual and team events. They also
enjoy participating in many fixtures and tournaments
against local schools, and the School achieves considerable
success across the board. Drama and Music are highly
valued parts of the curriculum and 

club offering, with a host of performances in choirs,
concerts and plays throughout the year. Children are
taught the essential skills of performing, composing
and appreciating a variety of musical styles. One-to-one
instrument lessons are hugely popular and the School
benefits from easy access to talented peripatetic teachers
who offer individual or group tuition in piano, violin,
flute, recorder and voice. St Mary’s is very proud of the
superb results its pupils gain in external Music exams.
Drama and role-play are used across all curriculum areas
for all age groups. The School offers a wide variety of
clubs to enrich and extend the school day. The current
club list numbers over 40, and whilst the list is constantly
changing to accommodate new ideas suggested by the
girls themselves, they typically include chess, drama,
Spanish, debating, coding, accounting, gymnastics,
ballet, 11+ club, German, mathemagicians, book club
and wind band to name but a few. Many of the clubs
start before lessons from 8.00 am and, along with the
popular After-School Club, provide high-quality and
stimulating wraparound care to support working St
Mary’s families. After-School Club is led by members of
the existing Teaching Staff where pupils benefit from a
varied programme of structured activities, and there is
also a quiet area for children to complete their homework
or read with a teacher. Regular educational day trips are
made throughout London and further afield, and school
trips abroad are annual events. The School also offers an
in-house Holiday Club for approximately eight weeks of
the school holidays. 
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The Role
Job Description (IT Technician)

Responsible to: Network Manager

Overall Responsibility: To liaise closely with and support
the Network Manager to maintain the School’s ICT
resource for safe, effective use by pupils and staff. To carry
out any additional duties as required by the Headmistress
or Bursar.

Safeguarding: The School is committed to safeguarding and
promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment.

The following responsibilities will be included in the duties
which you may be required to perform:

Child protection, discipline, health and safety.
Promoting and safeguarding the welfare of children
and young persons for whom you are responsible and
with whom you come into contact.

Person Specification

Essential:
Educated to GCSE level (Grades A-C in Maths and
English) or equivalent
Commitment to continuing professional development
(CPD)
Effective and excellent communication skills both in
writing and verbally
Excellent organisational skills, allowing for prioritisation
of workload
Ability to promote a positive ethos and to role model
positive attributes
Ability to provide IT Support in a friendly and calm
manner
Understanding of the need for dealing with parents,
pupils and outside agencies in a professional manner
and to treat the information they provide as
confidential
Ability to work on own initiative and as part of a team
Ability to work and liaise with a wide cross-section of
people, including young people
Enthusiastic about the role of IT in supporting the
objectives of the School
Keen interest in ICT, with a can-do solution-based
attitude

Sound knowledge of current Windows operating
system
Sound knowledge of Active Directory
Sound knowledge of Microsoft Office 365 suite
Sound knowledge of school-based systems and their
role in administrative and teaching environments
Sound working knowledge of computers and laptops in
a corporate network environment
Sound knowledge of a network firewall
Knowledge of Web, E-mail Security and child
safeguarding
Awareness of educational MIS systems (e.g. iSAMS)
Awareness of teaching and learning applications and
hardware

Desirable:
Specific IT qualification(s), e.g., CompTIA Network+
Evidence of previous CPD
Experience of working in a school-based IT department
Experience in a customer-focused environment,
particularly in an ICT support role
To have experience of working as part of an ICT
department, collaborating with staff to deliver ICT
solutions
Keen interest in ICT developments, specifically in
schools, and the ability to research and implement new
technologies effectively
Experience of diagnosing Windows computer issues in
a networked environment, including troubleshooting
and resolving software conflicts. Sound knowledge of
Apple and Android Operating Systems
Experience of using Active Directory in a working
domain, including user and group policy management
Experience assisting users troubleshoot problems with
Microsoft Teams, OneDrive, and SharePoint,
supporting cloud-based collaboration tools
Experience of using and diagnosing issues with
computers and laptops in a networked environment,
including remote troubleshooting and hardware repair
To understand the impact of a firewall in a school,
ensuring network security while maintaining access to
essential educational resources
Experience with Web, E-mail Security and child
safeguarding, implementing security measures to
protect students and staff from online threats
Knowledge and experience with Educational MIS
systems (particularly iSAMS)
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The Role
Job Description (IT Technician)

The duties and responsibilities in the job description are
not restrictive and you may be required to undertake other
reasonable duties from time to time. 

Technical Support: 
Resolving basic problems associated with operating
systems, networks, software, hardware, printers etc.
around the School 
Recording and responding to support requests on the
Helpdesk
Commissioning new equipment
Assisting the Network Manager with:

- Monitoring and maintenance of backup systems
- Monitoring and maintenance of virus protection 

Ensuring Virtual Reality headsets, Interactive Screens,
audio systems, CCTV and other equipment are pro-
actively maintained 
Maintaining the hardware inventory with new and
updated equipment in accordance with audit
requirements 
Managing the School’s iPads and Chromebooks
(WorkspaceONE, Google Workspace)
Assisting with the management of the School’s
Windows and Google Workspace domains, for e.g.
adding and deleting staff and pupils as they join or
leave the School, and responding to password reset
requests
Undergoing any required training linked to the
development of ICT and disseminate the training to
others

Support the Pupils by: 
Ensuring that, as far as possible, pupils are not exposed
to inappropriate materials on the internet 
Working with staff, parents and pupils to promote safe
use of ICT equipment and sites at School and at home 
Supporting the identification of software and hardware
that can aid children with specific educational needs 

Support the Staff by: 
Preparing halls and classrooms for ICT activities as
appropriate, including green screen 
Supporting teachers, if appropriate, with e-safety
teaching activities
Supporting staff with use of ICT and assisting with
technical aspects of school communications

Support the School by: 
Setting up the IT requirements for school events and
tours
Being aware of and following all school policies and
procedures, in particular policies relating to the use of
ICT equipment and sites 
Identifying possible ICT requirements and develop
outline specifications for solutions 

Maintenance of the Site: 
Ensuring the safe disposal of obsolete equipment, used
consumables and waste materials in line with
recognised procedures and legal requirements 
Maintaining an up-to-date inventory of ICT software
and licences in School 
Managing the technical aspects of the school’s entry
and sign-in systems

Maintenance of personal knowledge, experience and skills
in the following technical areas:

Windows 11, Windows Server 2016, 2019 & 2022
Active Directory, Group Policy
DHCP, DNS, TCP/IP, VLAN, Managed Wireless Systems
Desktop and server hardware
Microsoft Office 365
Virtual server backup technologies such as Veeam
Audio & Visual Equipment
Anti-virus technologies
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Benefits of
Working at
St Mary’s
• Competitive salary and a pension scheme.
• Free lunch in term-time: Lunch is provided for all 

How to Apply
Please see the attached documentation, including an
application form, which must be completed in full.
Please note that we do not accept CVs for
employment applications.
The School is committed to safeguarding and 
promoting the welfare and wellbeing of children 
and young people. Applicants must undergo child 
protection screening, including checks with past 
employers and the Disclosure and Barring Service.

Closing date: 12noon, Wednesday 23 April 2025
Interviews: Wednesday 30 April 2025

Employment Terms
and Conditions
The successful candidate will be offered an attractive salary
commensurate with qualifications and experience. The post
will be offered subject to the necessary pre-employment
checks, including medical fitness and enhanced DBS checks.

Hours of Work:
Standard daily working hours are 7:45am to 4:15pm 
There will be some occasions where when attendance
out of these out of hours is required, such as our
annual Christmas Carol Service, end of year Prize Giving
and for some evening events (such as the Year 6 School
Play).
6 weeks holiday per annum, plus bank holidays, pro-
rata to reflect mid-year start date. Holidays to be taken
during school holidays.

Pay Scale:
Other Support Staff Pay Scale is SS3 – SS13 (£27,000 –
£32,000), with an upper range of SS14 – SS17 (£32,500
- £34,000).

Staff in the School dining room by our catering team 
daily during term-time. Tea and coffee are available 
in the Staff Room throughout the year. 

• Cycle to Work Scheme: A Cycle to Work Scheme 
is available to all Staff, covering Santander Cycles 
annual membership as well as bicycles and protective 
equipment. 

• Counselling helpline: The School provides access 
to 24-hour counselling helpline.

• Bupa 24/7 Anytime Healthline: The School provides 
Staff and their families access via CISC to a 
confidential medical advice helpline.

• Optical Express benefits: The School provides Staff 
access via CISC to Optical Express benefits.

• Annual flu vaccine: Annual on-site flu vaccination is 
offered to all Staff (in Autumn Term).

• Generous holiday allowance and critical illness cover 
for Support Staff.

• Supportive professional development opportunities.
• Warm and welcoming work environment with close 

proximity to Hampstead village. 



47 Fitzjohn’s Avenue, London NW3 6PG
020 7435 1868 office@stmh.co.uk

stmh.co.uk

http://www.stmh.co.uk/

