[image: image1.jpg]EDGBASTON phs

HIGH SCHOOL for GIRLS €87





	Head of IT Systems, Management and Development

Job Description




Name:


Title of post:
Head of IT Systems, Management and Development

Relationships:
Responsible to:
Senior Teacher: Digital Strategy 

Responsible for:
Network Manager and IT Technicians – Prep and Senior School
Purpose of job:


· The on-going development and support of the school’s MIS and portal (currently WCBS PASS) within the school, ensuring overall systems availability and integrity.

· The administration, management and on-going development of Office 365 – school’s email, online storage and sharepoint (potential VLE)

· The administration of Lightspeed systems – web filter and mobile device management

· The administration and management of the school’s single sign on solution – RM Unify

· The administration and management of the school’s digital video solution – ClickView

· The administration of the school’s emergency parent contact solution – Clarion Call

· User account management and support on the network

Responsibilities and Tasks:


1. For the development and implementation of any new technologies that would contribute to the improvement, efficiency and enhancement of existing learning and information systems.

2. To liaise with relevant managers to ensure that specific learning and information system requirements are identified and progressed appropriately.

3. Liaise with software suppliers and the IT Service teams and undertake effective networking to maintain and update skills and knowledge of forthcoming developments in the education and ICT sectors.

4. To oversee and monitor all IT services provided by ICT technical team 

5. To ensure that all services provided by the ICT technical team are communicated well and regularly, to both staff and students, provide training and invite feedback ensuring the service provided is appropriate and relevant to the needs of the school.

6. New staff induction

7. To ensure the production and maintenance of clear and accurate systems documentation for work undertaken by the IT technical team and in the production of user guidance and instructions.

8. To oversee up-to-date IT asset record keeping – hardware and software licences, procurement and disposal

9. To produce annual budgets and present proposals for capital projects.

10. To manage IT network related contracts and renewals

11. To oversee the monitoring of maintenance/upgrade schedules for effective delivery of networks.

12. Be responsible for the supervision, appraisal and appointment of IT technical staff and effectively manage the IT technical team

13. To oversee Data Protection in school.

14. Undertake additional duties as may be reasonably required, commensurate with the level of responsibility.

Signed:
  ______________________________________________ Date:  _______________________
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