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JOB DESCRIPTION

NETWORK ADMINISTRATOR
SALARY RANGE £23,106 - £25,245
Responsible to:
Computer Services Manager
Responsible for:
ICT support for the 4 sites that make up the NSCG group. (Newcastle, Stafford, Axia, Gradbach). Ensuring that all IT hardware and software systems are maintained in functional order and that IT and telephony equipment is configured to the College Group requirements. The post holder will be expected to work with minimum supervision.
The specific duties of the post holder are:

1. The day to day operation and maintenance of the College’s computer based networks, this includes both Windows and Apple Mac operating systems. 
2. To perform server hardware and software upgrades, repairs and commission new physical or VMware virtual servers as instructed by the Computer Services Manager. 
3. To maintain and develop the College firewall(s) as instructed.

4. To monitor the data backup systems, undertake routine backup testing and take appropriate action in the event of backup failure.

5. To configure and maintain VPN links between all NSCG sites as instructed by the Computer Services Manager.

6. Assist with the creation, testing, documentation and deployment of workstation software images to classroom and staffroom computers.
7. To test new software packages and services packs to ensure full system compatibility and stability before deployment.
8. To monitor IT and VOIP telephony systems performance and to act and report on deviations from the norm.

9. To configure and maintain the various CCTV systems used across the group

10. To carry out maintenance and modification to hardware and software.

11. To liaise with users of systems and equipment to ascertain requirements and to provide advice and guidance.

12. To install and configure new equipment, including associated cabling and other peripheral works. 
13. To install software and configure to user requirements in accordance with licensing limitations.

14. To maintain detailed and accurate records of work carried out and to supply such information to management as required.
15. To maintain an accurate and up to date inventory of all I.T. equipment and software.

16. To work evenings and weekends to cover special events such as open evenings and IT exams, when required. Prior notice will be given.
17. To be aware of and comply with all College procedures relating to health and safety.

18. To undertake any other duties which are commensurate with the post.

Person Specification: 
	Person specifications: To be a person who: 

 
	Essential / Desirable? 
	Method of 
Assessment 
(Application, 
Interview, Test) 

	1. Has a working knowledge of modern computer software and hardware, including but not limited to VM ware, VOIP telephony (Mitel), HP Procurve/Aruba networking equipment, NAS/SAN devices and wireless network systems.


	E 
	A,I,T

	2. Has excellent communication skills and a customer service focus.
	E
	A,I,T 

	3. Is able to work independently with the minimum of supervision.


	E
	A,I

	4. Is able to continually document new and existing IT systems to standards defined by the Group Computer Services Manager.


	E 
	A,I 

	5. Is confident in undertaking physical repairs and modifications to IT hardware, such as servers, laptops and workstations.


	E 
	A,I,T 

	6. Has experience of the Windows Server 2003/08/12 operating system, IIS and SQL, Exchange 2013 and willing to take on new server operating systems such as Windows Server 2016.


	E 
	A,I,T 

	7. Is a certified Hewlett Packard AIS or working towards this qualification.
	D
	A

	8. Is a certified VMWare VCP4 or working towards this qualification.

	D
	A

	9. Is a qualified first aider or is willing to undertake first aid training.


	D
	A,I 

	10. Has an understanding of Equal Opportunities and a positive attitude towards them.


	E 
	A,I 

	11. Has willingness to undertake and promote continuous professional development.


	E
	A,I

	12. Will maintain a professional appearance and wear appropriate PPE clothing & footwear when required.


	E
	A,I


Salary and Conditions:

All staff are employees of the College Corporation who determine conditions of service in negotiation with recognised trade unions.

The salary will be £23,106 - £25,245 per annum with an annual increment awarded in August, dependent upon a annual performance review. The salary is payable on or before the 27th day of each calendar month by direct credit transfer into a bank/building society of your choice.

The post is superannuable and a deduction of approximately 6% is made from salary. Appointments are provisional until medical clearance is obtained, and this may require the person appointed to pass a medical examination. References will be obtained from your current or most recent employer on offer of employment if it was not possible to obtain these references prior to interview. 

The hours of duty will be up to 37 hours per week. Annual holiday entitlement will be 25 days for a full working year, plus bank holidays and other statutory holidays. Holidays are normally taken out of term-time and must be in co-ordination with other members of staff in the department.

Applicants are required to disclose in writing if they are related to any senior member of the College Staff.
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