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ICT NETWORK MANAGER

Grade: I
Contract:  37 hours per week, full time


Purpose of the job:

To manage the school’s computer networks and ICT facilities ensuring the successful operation and technical support for all the School’s computer and electronic communication systems on a day to day basis and the appropriate development of ICT systems in accordance with the School’s needs and updates in the field.


Main Duties and Responsibilities:

· To manage the school’s network ensuring that all information and communication systems function efficiently including:

· Managing and maintaining an efficient back up regime;
· Setting up users, groups and new workstations;
· Ensuring appropriate levels of access are maintained;
· Trouble shooting;
· Installation of new software and upgrades;
· Researching and organising developments to school ICT systems;	
· Commissioning of new work stations and printers;
· Arranging appropriate back up systems and archiving systems for historic computerised information and data.

· To meet regularly with the ICT team on routine operational issues relating to the school’s ICT facilities so as to ensure appropriate support to users on a daily basis.  To provide technical support and advice on any problems/issues identified.

· To supervise and manage the ICT team, including involvement in the recruitment and selection of ICT staff, involvement in the appraisal and training of such staff and devising set programmes of work for the ICT team.

· To conduct regular reviews of the school’s use of ICT including the identification of user needs, planning the appropriate prioritisation of tasks and devising service plans so as to ensure continuous improvement of the school’s IT facilities.  

· To remain fully aware of the school’s information requirements from the DfEs and LA and keep up to date on developments in ICT.  To make recommendations to the Headteacher on the school’s ICT equipment and resource requirements with regard to the development and maintenance of the ICT network.

· To develop and devise efficient electronic communication systems within the school in order to support all professionals undertaking their roles.

· To develop and maintain the school’s website as an information, interactive, communication tool for all stakeholders.

· To liaise with outside agencies with regard to the range and availability of ICT equipment and resources and development of the School’s network.  To research ICT agencies and suppliers so as to ensure value for money in purchasing resources.  

· To manage the ordering of new and replacement ICT equipment and resources in accordance with the agreed ICT budget ensuring adequate stocks of ICT resources are always available. 

· To devise and facilitate project plans through liaison with the Headteacher, Senior Leadership team, LA representatives and school ICT team to deliver proposed ICT development plans and strategies, and to be responsible for all aspects of the process of updating the school’s systems.

· To develop and advise on the operation of the school network in order to achieve the maximum efficiency and curricular potential.

· To monitor the use of copyright material including ICT software and to maintain the copyright records and all programmes and hardware licences.

· To operate a booking system for the school’s ICT facilities.  To establish and be responsible for the maintenance of an inventory of ICT equipment so as to ensure all ICT resources are accounted for and their whereabouts within the school is traceable. 

· To promote the safe and careful use of the school’s ICT resources so as to minimise the risk of damage to equipment.

· To arrange for the supervision of the use of ICT facilities during non-teaching time (breaks etc) so as to ensure the safety, security and appropriate use of all ICT facilities.

· To provide a diagnostic and repair service (as qualified) and to liaise with outside agencies where necessary to co-ordinate maintenance and repairs of ICT equipment.

· To provide assistance to staff and students in using the school’s ICT facilities, including classroom support and provision of instruction sheets so as to ensure the appropriate and safe use of equipment, as well as the development of ICT skills and increasing use of ICT from both staff and students.

· To conduct an analysis of ICT training needs and devise training plans for ICT staff, teachers and teaching support staff.  To arrange for the appropriate ICT training to take place either in-house or through the recognised training providers.

· To monitor and regulate the use of the internet within the school, ensuring the necessary firewalls are in place to prevent internet abuse.

· To liaise with the internet service provider where unsuitable sites are discovered to ensure that they are promptly removed and made inaccessible.  

· To ensure that adequate virus protection is maintained on all school hardware and is kept up to date.

· To undertake the updating of the school’s Web-site ensuring material is suitable for publication and of good quality.

· To be responsible for the security of all ICT equipment, ensuring processes are in place to store resources securely, lock up computer rooms at the end of each day and adhere to booking in/booking out of equipment procedures.

· To be responsible for the upkeep and security of the school’s computer suites, ensuring the rooms are either locked or supervised during non-teaching periods, are kept tidy, printers are fully stocked with paper, and that faults are logged, reported and promptly resolved.  

· [bookmark: _GoBack]To be responsible for the appropriate Health and Safety aspects of use of computers and ICT hardware such as ergonomics at work stations.

· To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct) and national legislation (Health and Safety, Data Protection).

· To maintain confidentiality of information acquired in the course of undertaking duties for the school.

· To be responsible for your own continuing self-development, undertaking training as appropriate.

· To undertake other duties appropriate to the grading of the post as required.


PERSON SPECIFICATION

The Person Specification is a picture of the skills, knowledge and experience needed to carry out this job.

	
ATTRIBUTES

	
ESSENTIAL
	
DESIRABLE

	
Relevant
Experience
	
Detailed knowledge, skills and practical experience in advising and working on ICT systems, to include supervising staff, managing an ICT department and undertaking specialist ICT work.
	
Experience of working within a school/college environment and familiarity with school’s ICT systems.

	
Education &
Training

	
Attainment of a degree or equivalent qualification ( NVQ level 4/5) in ICT or a related subject

Attainment of English & Maths qualifications equivalent to level 2 ( NVQ level 2, GNVQ or GCSE).
	


	
Specialist
Knowledge 
& Skills

	
High level of technical knowledge & competence in ICT.

Organisational skills.

Communication skills.

Training & coaching skills.

Supervisory skills.
	
ICT training skills

Knowledge of electronic display and presentation formats.


	
Any Additional 
Factors

	
Be able to prioritise.

Take initiative 

Demonstrate good interpersonal skills.

To be able to self-evaluate and to be a reflective practitioner.

Ability to inspire trust and confidence in others.

Self-motivated and able to work constructively as part of a team.

Ability to work to deadlines and methodical approach to work.
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