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JOB DESCRIPTION




ADMINISTRATOR FOR THE IT DEPARTMENT
[bookmark: _GoBack]Part-time (25 hours pw Monday to Friday)/Term time/Permanent


Job Purpose:	To support the ICT Services Manager, by supporting  the ICT Helpdesk and providing administrative services for the provision of ICT services and infrastructure across the College. To assist diagnosing faults and support the college staff and students providing IT support where skills and knowledge allows.
Accountability:		ICT Services Manager
[bookmark: QuickMark]Key Responsibilities:
· To provide efficient and effective administrative support for records relating to the IT software and hardware resources, age replacement cycles, maintenance contracts and warranties across the College.
· To provide efficient and effective administration of the records relating to all College IT equipment. 
· To help oversee the operation of the College IT Helpdesk function including prioritisation of jobs and reporting
· To support the ICT Services Manager in the administration and monitoring of the IT budgets. To provide administrative support for projects and tasks as required by the ICT Services Manager, including planning and organizing the major summer installations of PCs and the movement of other ICT equipment
· To provide an administrative service to the ICT Services Department
· To assist in the management of the help desk and inventory software to facilitate accurate data retrieval and reporting
· To ensure accurate recording of all requests to IT Support, to answer calls and provide support wherever possible and to prioritise and allocate requests to appropriate members of the IT Services team.
· Following training, to provide administrative related tasks such as addition and editing of system users and to provide end user IT support.
· Following training, to provide administration and end user support such as for the phone system and printing. Provide additional 2nd line support for IT and audio visual functions as allowed by training and agreed with ICT Services Manager.
· To assist in ensuring the continued smooth running of ICT services in the absence of other members of the ICT Services team.
· To perform additional duties as required by the ICT Services Manager

Tasks associated with Key Responsibilities:

· Maintain the inventory and user databases in the current helpdesk and inventory software 
· Maintain the colleges software database in electronic form with copies of licences and support contracts for College software in electronic and/or paper form
· Work with the ICT Services Manager to ensure the appropriate ICT software and hardware maintenance agreements are in place
· Ensure that any new equipment is correctly recorded on the inventory database
· Administer the mobile and landline telephone contract, issue staff mobile phones, monitor usage and communication with the supplier as necessary
· Support the ICT Services Manager with capital and revenue budget management and profile monitoring.
· Process orders and make purchases using the college purchase card system.
· Liaise with suppliers when placing or chasing orders
· Plan and track the movement of ICT resources during projects such as office moves, summer pc installs, recall and re-issue of notebooks
· Provide information as required to the ICT Services Manager and others using the appropriate reporting tools. 
· Provide administrative support for the production and distribution of staff and student surveys and analysis of results 
· Setup and maintain users in the system using active directory and other systems.
· Contribute to improvements in the use of the Helpdesk and Inventory software across the team and assist in training new users.
· Proactively come up with solutions and avoid escalating to third line support where necessary.Answer and/or log IT Support requests and deal with e-mails which have not been logged automatically.
· Review and consolidate data on shared area and shared e-mail
· Prepare agendas and minutes for the ICT Services team meetings. 
· Respond to queries from College managers, staff and students.
· To be committed to the safeguarding and promotion of the welfare of children and vulnerable adults.
· Responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy.
· To promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy.
The information given within the Job Description is intended to provide the postholder, and College managers, with an understanding and appreciation of the workload of this particular post and its role within The Sixth Form College, Solihull.

The Job Description outlines the main duties and responsibilities under broad headings.  It is not intended to specify every job activity or item in detail.

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.

NB:  Job descriptions are subject to change because of the changing environment in which the College operates.  
Signed …………………………………………	Date ………………………………….
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PERSON SPECIFICIATION





TITLE: 			ADMINISTRATOR FOR THE IT DEPARTMENT

GRADE/SCALE: 		Pts. 18-21


In accordance with the College’s short listing policy we will look for evidence of the characteristics listed below 
	CRITERIA
	HOW ASSESSED*

	EDUCATION/TRAINING
Essential: 
· Educated to A-level standard 
· Proficient in the use of Microsoft Office applications (including Word, Excel and Outlook)
· Ability to use reporting software to a proficient level.
Desirable: 
· Work based computer/technology training
· Relevant ICT Qualifications
· Ability to give help or train people in use of IT
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	RELEVANT EXPERIENCE
Essential: 
· Experience of working in an administrative capacity requiring a methodical approach to work with attention to detail
· using reporting tools to present relevant information from a variety of database sources
· Experience with using Windows and Microsoft Office to a proficient level.
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	SKILLS/APPTITUDES
Essential: 
· Excellent communication skills both oral and written
· Ability to work independently and proactively to carry out tasks with the minimum of supervision
· Highly organised, accurate and able to multi-task effectively
· Ability to work calmly when under pressure
· Good analytical and numerical skills
· Excellent diagnostic and problem solving skills
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	OTHER REQUIREMENTS
Essential:
· Willingness and ability to be flexible in working patterns to meet peak demands of workload
· Patience and ability to relate to students and staff
· Enthusiasm and interest in all aspects of ICT
· Willingness to receive further training
· Commitment to equality and diversity, safeguarding, British Values and the College’s Preventing Vulnerability strategy 
· Commitment to continued professional development
· Commitment to equality of opportunity
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*Key: I = Interview, A = Application Form, T = Test
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	GENERIC JOB DESCRIPTION

Professional Services Staff




The following Generic Job Description is applicable to all Professional Services Staff and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.


Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our students.
· To adhere to the College’s policies and practice.
· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.
· To act as a role model for our students, promoting our vision and values.
· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.
· To undertake any reasonable task as directed by the Principal.
· To be proactive in suggesting and supporting change for the benefit of the College community.
· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g. exam invigilation.

Our Students

· To be responsible for assisting with and monitoring the welfare, care and safety of students e.g. acting as a student mentor
· To take responsibility for reporting inappropriate student behaviour while on site to relevant staff and dealing with incidents if able, appropriate and necessary.
· To note, share and celebrate student achievement.
· To be aware of and work to achieving the College’s Strategic Priorities.

Support, Training and Professional Development

· To participate in Staff Briefings, Staff Meetings and whole College meetings as appropriate.
· To participate in whole College training and Staff Development Days as appropriate.
· To participate in the College’s Performance Management Programme.
· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.
· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  
· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.
· Training, support and assistance will be given, if and when needed, to help deal with student control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.
February 2016
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