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JOB DESCRIPTION:  Assistant IT Manager

Contract:  Permanent
Pay Scale: Grade 11 point 24-27 (£33,489 - £36,788)		
Responsible to:  IT Manager

	 Key Responsibilities


The post holder will demonstrate essential professional characteristics to support the IT Manager and Trust Executive and Central Teams deliver on a range of projects within a growing Multi Academy Trust.
[bookmark: _Hlk98161992]They will be an IT professional who demonstrates through effective communication, teamwork, skills and knowledge a responsibility to deliver business as usual systems and processes and support the Trust’s aspirations and goals through delivery of key projects and initiatives.

	Assistant IT Manager Responsibilities


The Assistant IT Manager will ensure that IT assets including infrastructure, devices and software; support the Trust’s objectives teaching and learning opportunities for all students/pupils. 
They will also support the IT Manager in leading an IT team, manage external contracts and support internal and external stakeholders.

	Core Requirements of the post




The post holder will demonstrate essential professional characteristics, and in particular will support the IT Manager with;

Strategic Planning
· Develop medium- and long-term co-ordinated planning based on the trusts educational objectives to keep the Trust up to date with developments in ICT.
· Develop and project manage ICT strategically across the Trust to achieve a safe and efficient ICT environment for staff and students in liaison with the IT Manager and Executive Team.
· Support the advice to the Executive Team on emerging technologies as appropriate.
· Support the full range of financial planning for ICT, through the identification, planning and costing of all future developments and upgrades to achieve best value for the Trust.

Resource Management
· Monitor and review the types and amounts of system use.
· Provision of a quality IT infrastructure, standard of equipment and experience for staff and students
· Attend relevant meetings where the ICT service is discussed, and input is required.
· Support the development of junior IT team members
· eSafety – implement policies and procedures regarding data protection, internet use, email and the security of ICT. 
· Manage the relevant IT budgets and achieve best value for the Trust’s ICT expenditure.
· Support the Trust in ordering, stocking and replenishing ICT consumables.
· Ensure that legal and contractual obligations relating to ICT resources, software licensing, systems and services are met. 
· Manage and implement the installation all new computer software as required, enabling the delivery of ICT to all operational areas.
· Ensure adherence to the Trust policy on asset disposal.
· Maintain the ICT asset register and develop a plan for the maintenance of these items.
· Advise on compatibility of hardware, applications and operating systems, according to user requirements.

Supplier Management
· Liaise with external engineers and manage external contracts as appropriate. 
· Development and maintenance of technical systems
· Ensure all Trust ICT systems are fully operational at all times.

Policies and Standard Operating Procedures
· In liaison with the IT Manager, design, implement, monitor and review school procedures for managing and recording installations and configuration changes.
· In liaison with the IT Manager, design, implement and manage the network infrastructure to meet the schools’ requirements.
· Manage active network components including switches and routers; install additional servers, keep the network operating system up to date and oversee the maintenance of network workstations.
· Perform advanced troubleshooting on PC’s, peripherals and applications.
· Manage the Trust’s telephone systems.
· Oversee printing solutions.
· Identify problems and ensure their prompt resolution, advising the Chief Executive Officer of issues, potential improvements and projected developments.
· Manage the effective development of the Trust’s information communications networks including the Trust’s website in liaison with the Chief Executive Officer.
· Ensure all current and planned web-based technologies remain fully operational.
· Monitor and advise if changes are needed to the Trust’s security and back-up systems and plan recovery contingencies to enable an efficient return to service after any unforeseen system outages. 
· Maintain the trusts network security including antivirus protection and firewalls.
· To manage and maintain accurate and up to date records of all ICT Hardware and Software on site including signing out and in hardware and equipment to staff e.g., laptops
· Monitor and manage the use of the Internet within the Trust and report issues to the Chief Executive Officer.
· Upgrade relevant systems out of normal business hours to ensure minimum downtime for staff during critical periods. Developing expertise of others
· Conduct training on appropriate use of ICT resources.
· Support staff with ICT related problems.
· Produce reports on request for management purposes.

Professional Development
· Hold training sessions for both IT support staff and end users on trust technologies based on the requirements of the trust.
· Undertake available training opportunities and demonstrate a commitment to continuous development.

Staff Management
· To organise and monitor the workloads of junior technicians to meet department needs including cover for absences, delegating tasks appropriately.
· To be involved with the future recruitment of ICT staff when required. 

	Whole School Ethos



· Establish a safe and purposeful learning environment  
· Initiate, contribute to, or respond in a timely manner with respect to child safeguarding procedures  
· Support and encourage support staff participation through effective deployment and consultation  
· Make effective use of all resources, including ICT and personnel  
· Contributes towards the Trust’s Vision and Values
· Understands and works to the expectations set out within the Trust/school policies.
· Promote the wider aspirations of the Trust
	Safeguarding and Child Protection



· Has knowledge of relevant legislation and guidance in relation to working with and the protection of young people  
· Displays commitment to the protection and safeguarding of young people  
· Values and respects the views and needs of young people  
· Is willing to work within organisational procedures and processes and to meet required standards for the role  
· Demonstrates a commitment to fundamental British values and an awareness of how these can be promoted in direct work with children
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