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JOB PROFILE

Post title:        

Assistant ICT Technical Manager       

Responsible to:

MAT ICT Technical Manager



MAT Business Manager

Responsible for:

ICT Apprentice

Working Time:

Monday – Friday 8am – 4pm (includes 30 minute lunch break)
There is also a requirement to work during school closures (50.4 weeks).
Grade:


G20 – G23
Job purpose:   

Responsible for ensuring all school ICT systems function efficiently and effectively to meet the needs of the school and its users
Promote effective teaching and learning throughout the school by the efficient and effective deployment of ICT resources. 
Organise and supervise the efficient work of the ICT Support Team

To assist the MAT ICT Technical Manager in supporting the strategic development of ICT across all our sites and provide services to external organisations as the need arises.  
Main Responsibilities

1. 
To contribute to the distinctive ethos of the school, as laid down in its Mission statement in all areas of contact and responsibility, in relationships with staff and pupils. 

2. 
To support and follow the policies and procedures set out in the Staff Handbook and as directed by the Governing Body. 

3. 
To work collaboratively with suppliers, external support and the Trust’s other schools

4. 
Membership of the ICT Steering Group, which makes recommendations for strategic ICT development to the leadership team and governors. As a key member of this group provide strategic advice and direction for the implementation of ICT resources required to meet regulations and requirements. 

5. 
Line manage the ICT Support Team, undertaking their annual review and development interviews 

6. 
To be prepared to appraise junior colleagues. To participate fully in the Schools Performance Management process and to take advantage of opportunities offered for professional development. 

7. 
Ensure secure operation of all IT facilities maintaining accessibility and convenience for users within the constraints of appropriate security. 

8. 
Manage the servers with appropriate securities in place as these resources are available for users via public internet access. 

9. 
Maintain and manage school’s Cashless Catering System
10. 
Minimise down time and inconvenience to users
11. 
Work to achieve best value for money in terms of purchasing and maintaining systems. 

12. 
Maintain an inventory of software and hardware. 

13. 
Develop existing systems and assist in preparation of new applications. 

14. 
Liaise with staff to support curriculum development with appropriate software. 

15.
Install, configure, test and roll out new software on the network. 

16. 
Ensure software is accessible by appropriate users. 

17. 
Ensuring that software licences are obtained and kept up to date. 

18. 
Provide training in collaboration with the e-learning co-ordinator for staff on software applications. 

19. 
Manage the installation and delivery of new computer equipment and report any discrepancies.

20. 
Ensure efficient deployment of computer hardware around the school in line with school policy and in response to the MAT ICT Technical Manager and School ICT Head of Department
21. 
Keeping a log of all service requests via the ICT Help Desk system already in place. Work to improve the auditing and helpdesk. 

22. 
Ensure prompt action for the repair of equipment under warranty or maintenance contract. 

23. 
To evaluate and analyse the ICT resources and infrastructure. 

24. 
To keep abreast of developments in the field of ICT and undertake research as appropriate. 

25. 
Responsible for ICT support budget in collaboration with the ICT Technical Manager
26. 
Responsible for ensuring that all purchases of ICT equipment complies with School’s Finance Policy. 

27. 
To assist in the development of the school website. 

28. 
Take an active role in ensuring Data Protection protocols are met. 

29. 
Ensure the integrity of the cloud based backup software 
30. 
Responsible for installation, maintenance and first line repairs of ICT hardware and networks, if necessary recommending repairs by outside contractors or replacement. 

31. 
Advise on availability of ICT equipment, preparing and setting up as required. 

32. 
Ensure that ICT equipment complies with safety standards. 

33. 
Liaise with external suppliers for the repair of equipment still under warranty. 

34.
Ensure anti-virus software has priority roll out and is kept to date. 

35. 
Advise teachers, support staff and students on the use of software and hardware including technical and specialist information. 

36.
Maintenance, supervision and upgrading of SIMS software for all users. 

37. 
Responsible for site surveys/risk assessment for new projects/installations, coordinating and overseeing installation progress and quality of work. 

38. 
Attending other ICT related Meetings where required, to ensure all systems and resources are up to date and in line with current practices and technologies; advice and support on resulting developments. 

39. 
Carry out, out-of-hours maintenance via remote connection on MIS systems including upgrades and housekeeping to minimise disruption during school work day. 

40.
Maintenance & supervision of Internet connection between school & ISP 

41. 
Being the first and expert point of contact for ICT related technical and user issues for both internal and external enquiries. 

42. 
Additional duties may include support for ICT at special events, such as Parents’ Evenings, conferences, Music and Media productions. 

43. 
Undertake any other similar duties as required. Specific Tasks relevant to the role
44.
Undertake annual DSE workstation audits together with the Facilities Manager ensuring H&S compliance

Key relationships:  

MAT ICT Technical Services Manager 

School Headteachers and MAT Business Manager

School staff and students

External agencies – other schools and suppliers

Working environment: 

Mainly indoors on the school site, but may involve travel to other schools within the trust.
PERSON SPECIFICATION

Post title: Assistant ICT Technical Manager
	
	Essential
	Desirable

	Qualifications/Competencies
	GCSE C or above for Maths and English or equivalent


	A-Level or Degree in a relevant subject

	Experience
	Previous experience in an IT Role, preferably support.

Worked with AD

Has work with networking technology before, ie. Switches, routers, servers, patch panels, AP’s etc. 

Must have worked with various windows OS’s

	Have been a system administrator before.

Be familiar with Group Policy 

Familiar with SIMS

Worked with other OS’s

	Knowledge
	Must be familiar with different versions of Microsoft and Apple software.

Keep up to date with new developments in the IT world

Know different OS’s and different hardware

Know how to use AD to efficiently catalogue network devices and users


	Have an interest in IT external to your job



	Skills/Ability
	Must be able to work on their own & also part of a team.  

Have the ability to offer guidance to support staff in the department

Must be confident in your own decisions and judgments.

Must be organised and co-ordinate work effectively.

Must communicate work done with others in the dept & also check on their progress with work.

Good at IT problem solving, especially when under pressure


	

	Personal Skills
	Must be friendly and approachable to all students, staff, visitor and guests.

You must not make the customer feel stupid and resolve their problems professionally and in a timely manner  


	Have attended a management course
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