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IT Systems Analyst

	Job title:
	IT Systems Analyst

	Location:
	Emanuel School, Battersea Rise, London, SW11 1HS

	Job purpose:

	To work alongside the Systems Administrator in managing the day-to-day administration of the Emanuel School Network.

Providing 2nd Line / 3rd Line support to staff and pupils, liaising with contractors and engineers to ensure projects are completed on time and within scope.

Develop existing solutions and investigate new products to ensure that the schools IT Provisions are in line with pupils and staff's requirements.

Act as a Lead AV engineer for our livestream solutions, and venues, take lead in researching and develop the school's journey into a cloud focused pathway.
Project Lead for EMA Exams, and management of Cloud Platforms such as School Post, Google Admin, Firefly


	Reporting line:
	Head of IT / Helpdesk Manager

	Hours:

	8am to 5pm, Monday to Friday in term time. 9:30am to 4:30pm, Monday to Friday during school holiday periods. This is an all-year position, working during term time and school holidays. Occasional Saturday mornings and evenings may also be required.
 

	Salary:
	£29-31k per annum

	Benefits:

	· A generous annual leave allowance (33 days plus UK bank holidays)
· Defined pension contribution scheme, with up to 10% employer contribution and life insurance cover. 
· Free lunches
· Simply Health healthcare plan, including flu jabs, online GP service and counselling
· Discounts in local shops, restaurants, and businesses
· Season ticket loans and ride to work scheme
· Training and development support


	Closing date:
	9am on Thursday 30 November 2023

	
	Do note that interviews may be held at any stage after applications are received, so candidates are advised to apply as soon as possible.
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Key Responsibilities and Accountabilities

Duties

· Develop and manage EMA and Firefly VLE, EMA Exams (Training will be given)
· Take lead in developing Firefly within departments to ensure that data is current, and teachers are supported
· Front line IT Helpdesk support providing IT help to staff and pupils
· Management of own calls and tasks, prioritising and providing cover for others if required
· Work with the Systems Administrator in maintaining an accurate and secure Asset inventory register and ensuring that procedures for security tagging, retiring old hardware and enrolling new hardware are robust and effective
· Management of WEEE Waste processes and suppliers, ensuring documentation is recorded and available
· Work alongside the Systems Administrator to troubleshoot Server and networking issues swiftly and effectively
· Work with the Helpdesk Manager in development projects and developing/customizing elements of the IT systems
· Test software and hardware installations effectively to ensure that they are fit for purpose
· Maintain backups ensuring they have completed and report to the Systems Administrator any issues with backups
· Ensure that documentation relating to the installation and support of the installed systems are created, maintained and distributed to relevant members of staff
· Provide remote and onsite support access to system vendors to diagnose system faults, report system faults to vendors and coordinate vendor access to server infrastructure
· Provide testing on systems to ensure they are working correctly following a change or fault
· Work alongside the systems administrator to ensure that the school maintains its security status on an annual basis
· Project R&D, Analysis reports for project proposals, cost analysis 


Other Duties

· [bookmark: _Int_NUcw6hhN]Complying with relevant Emanuel policies and procedures, including safeguarding procedures, at all times.
· Undertaking any other task requested by the line manager or a senior colleague that is within the individual’s abilities.
· To maintain absolute confidentiality in all relevant aspects of work.
· To co-ordinate holidays with the IT team, to ensure good cover.


[bookmark: _Int_LHKrnrAM]This job description should be seen as enabling rather than prescriptive and will be subject to regular review as the needs of the school evolve. You will be required to undertake other comparable duties as the deputy head, headmaster or senior colleague may require from time to time.
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The attributes below give an indication of the type of person who may succeed in this role. However, we always consider positively people with backgrounds in different sectors or with the skills/experience that may help them to bring a new perspective to our work. When applying, please do set out clearly how the knowledge, skills, and experience that you bring would help you to achieve this key role, whatever your prior experience.

Skills
· Excellent communication skills, written skills, and telephone manner
· Be confident in supporting staff and students in the use of Office 365, iSAMS, Mac OS, Windows 10 / 11
· Ability to maintain strict confidentiality of sensitive data and information
· Ability to grasp new concepts and technologies quickly
· Strong knowledge of Windows / Mac desktops, Windows 10 / 11
· Strong knowledge and experience with AV configurations and solutions
· Mobile device support, including iOS, Android
· Networking experience (LAN and Wi-Fi)
· Knowledge of Active Directory, Azure
· Configuring, installing, and troubleshooting network printers, scanners
· Broad experience in consumable support (i.e., replacing toner, Projector bulbs)

Additional desirable skills
· Microsoft Office 365 cloud administration
· Knowledge of VoIP (Teams)
· Knowledge of Microsoft System Centre / Intune
· Experience of working in a school environment
· Experience with iSams, Firefly, Planet EStream

Personal competencies and qualities
· Proven experience in a similar IT support role. 
· Be confident in supporting staff and students in the use of Office 365, iSAMS, Mac OS, Windows 10 / 11
· Be educated to Level 3 in a relevant IT/ICT qualification or have the equivalent skill level 
· Have strong planning and organisational skills, with a flexible approach to task management
· Possess excellent verbal and written communication skills and demonstrate the ability to communicate effectively with staff and students
· Able to work as part of an established team
· Be self-motivated, able to multi-task and demonstrate initiative
· Have good interpersonal skills and the ability to enthuse and motivate others


Please note that as part of our safeguarding policy, applicants will be required to undertake screening relevant to the post, including checks with past employers and the Disclosure and Barring Service.
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