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	Job Description

	Department
	IT 

	
Post Title:
	Network Manager 

	Salary Scale/Range
	SO2 Scale Point 26-31 (£34,834 - £39,186) dependent upon experience

	Hours 
	37 hours per week. Full year, full time.

	Permanent/Fixed Term
	Permanent 

	Posts Responsible to
	School Business Manager 

	Job Purpose:

· To ensure the IT infrastructure, software and equipment is adequately developed
and maintained in accordance with the current and future needs of The Kingsway 
School
· To play a leading role in developing a vision for IT within The Kingsway School
· To ensure all systems within School are safe, secure and fully comply with Data Protection and GDPR legislation.
· Lead and manage the IT support staff to ensure the provision of a high-quality support service for The Kingsway School users
· To be committed to the safeguarding of children




	
Key Accountabilities/Primary Responsibilities:

Tasks that may be carried out in this role include, but are not limited to:

A. Strategy 

1. To develop and update written plans for the IT network and play a leading role in developing the IT vision for The Kingsway School. 
2. To advise on best practice for ensuring the school IT systems and GDPR are fully compliant. 
3. Recommend IT strategies, policies and procedures, identifying problems and anticipating the future IT requirements of the school.

B. Operational, Strategic Planning

1. To act as a point of escalation for IT Support Staff 
2. To oversee and co-ordinate the day to day running of the school IT support team delegating projects, and ensuring helpdesk requests are answered and resolved in a timely fashion. 
3. To provide technical support to end users as required. 
4. To oversee and assist with installation, configuration and maintenance of IT infrastructure, software and equipment. 
5. Develop and maintain robust disaster recovery procedures in conjunction with key personnel. 
6. Ensure disaster recovery functions are periodically tested. 
7. To act as technical authority for the school, providing advice to senior leaders of emerging technologies as appropriate 
8. Attend relevant meetings where the IT service is being discussed.
9. Manage IT aspects of school improvement projects, liaising with project stakeholders appropriately. 
10. To safeguard health and safety with particular regard to IT provision and usage across school. 
11. To liaise with the School Business Manager Site Manager and Senior Leadership Team to co-ordinate with and advise on future expansion projects and re development of the school site and IT infrastructure. 
12. To co-ordinate and deliver projects outlined in the school’s improvement plan
13. To ensure the SLA agreements for each school within the school are met and reviewed annually.
14. To ensure any complaints or issues raised by the Headteacher or Business Manager are reviewed and actioned accordingly.  
15. To implement systems which are cohesive across the school and where possible make cost savings by effective management of ICT resources.

C. Curriculum Provision and Development 

1. Manage the schools delegated IT revenue and capital budgets, ensuring value for money when purchasing school services as well as IT hardware and software in liaison with the Business Manager. 
2. To forecast and anticipate IT requirements, prepare an annual IT budget for all schools within the school. 
3. Advise curriculum leaders as appropriate regarding IT hardware/software/services provision, ensuring best value and vendors are reputable and meet GDPR compliancy.  
4. Ensure the school’s IT infrastructure is current and future proofed as far as possible and fully supports latest curriculum initiatives.

D. Staffing, Staff Development, Recruitment and Deployment of Staff  
1. To take part in the school’s staff development programme by participating in arrangements for further training and professional development 
2. To work as a member of a designated team and to contribute positively to effective working relations within the school. 
3. Ensure IT support staff receive sufficient training in respect of their responsibilities. 
4. Hold training sessions and provide documentation for technologies and processes in accordance with the needs of the school to meet the needs of all stakeholders.

E. Quality Assurance 
1. To adhere to and to help to implement school quality procedures.
2. To contribute to the process of monitoring and evaluation of the use of IT in line with school procedures  
3. To implement modifications and improvement where required 
4. Monitor external contracts to ensure service providers meet or exceed their obligations.

F. Management Information 

1. To maintain appropriate records and to provide relevant accurate and up-to-date information for the school’s management information system 
2. Ensure that school data is adequately protected and that systems are used in accordance with applicable school policies and legal requirements of General Data Protection Regulation (GDPR) 
3. Ensure systems are secure and documented. 
4. Review, develop and contribute to the implementation of the School’s e-safety, Data Security and other IT related policies

G. Communication 

1. To communicate effectively with all stakeholders as required 
2. Where appropriate, communicate and co-operate with persons or bodies outside the school. 
3. To follow agreed policies for communications in the school 
4. Attend meetings as required.  
5. To prepare and provide reports as required.

H. Marketing and Liaison 

To be responsible for the development and support of the school website and e learning platforms

I. Management of Resources

1. Asset manage IT equipment and ensure loaned equipment is returned in a timely fashion 
2. Ensure the school has adequate software licenses to cover use. 
3. Ensure adequate consumable stock is maintained and replenished as necessary.

J. Other

1. To play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example. 
2. To promote actively the school’s policies 
3. To continue personal, professional development 
4. To actively engage in the school’s self-review and evaluation processes 
5. To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate.
6. To attend meetings as determined in the meetings policy and as directed by the Headteacher.
7. To comply with the school’s procedures concerning safeguarding and to ensure that training is accessed.
8. Be collaborative and flexible in your approach and able to change with the evolving nature of ELT in an inclusive and adaptable way. 
9. Act in a professional manner with high levels of confidentiality and diligence. 
10. Be considered, inclusive, and holistic in the approach to delivery/outputs. 
11. Assist in maintaining effective and efficient filing structures. 
12. Provide support on projects undertaken both in-house and externally. 

In addition, the post holder will undertake any other miscellaneous work, deemed suitable by management of the Trust.

	Professional Development 
· Maintain personal professional development to ensure that the knowledge and skills required to fulfil the role of Network Manager are kept up to date, including attending any training course relevant to the post to ensure continuing personal and professional development.

· Be a professional role model, and understand and promote the aims and the values of the Trust 

	Safeguarding and Promoting the Welfare of Children and Young People 
· The Network Manager is required to adhere to the statutory guidance ‘Keeping Children Safe in Education’ and follow all of the Trust’s policies and procedures in relation to safeguarding at all times.

· The Network Manager must take appropriate action in the event that they have concerns, or are made aware of the concerns of others, regarding the safety, or wellbeing of children or young people.

	Data Protection & Confidentiality
· The Network Manager is expected to comply with the provisions of GDPR and the Data Protection Act 2018, and follow all of the Trust’s information governance policies and procedures at all times. 
· Any information the jobholder has access to, or is responsible for, must be managed appropriately and any requirements for confidentiality and security observed.  Information must not be disclosed to any person, or Authority without observing the correct procedure for disclosure as set out in the Trust’s Data Protection Policy.  Nothing shall prevent the jobholder from disclosing information that they are entitled to disclose under the Public Interest Disclosure Act 1998 as amended, provided that the disclosure is made in accordance with the provisions of that Act/s.

	Equality and Diversity 
· The Network Manager is required to treat all people they come into contact with, with dignity and respect, and is entitled to expect this in return.
· The Trust are committed to fulfilling their Equality Duty obligations, including valuing equality and diversity and we expect all employees to share this commitment.  

	Health and Safety
· The Network Manager has a duty to take care of their own health and safety and that of others who may be affected by their actions at work. 

· The Network Manager must cooperate with the Trust as their employer, and co-workers to help everyone meet their legal requirements and follow the Trust’s health and safety policies and procedures at all times. 



This job description is reviewed on a regular basis at the time of the annual performance review to ensure it is accurately reflects the role being undertaken. 
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The particular duties assigned to this post are set out above but should not be regarded as exclusive, or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.  These duties may be reviewed and amended in consultation with the post holder in light of any changes in the requirements and priorities within the Trust/School. Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the post.
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