EXPLORE OUR WORLD

IT MANAGER
Permanent
Full time
Required May 2021
INFORMATION FOR CANDIDATES
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The School

Set in 26 acres of beautiful parkland in Cobham, Notre Dame School is set in a picturesque 18 th
century mansion beside the River Mole. Notre Dame is a Catholic School and is a Foundation of
the Company of Mary Our Lady with an ethos shaped by the life and work of St Jeanne de
Lestonnac. Despite the tranquil setting, Notre Dame School is a hive of activity, with over 600
children and teachers working hard in the important business of education. The school has an
enviable reputation for the highest academic standards and a progressive, holistic, academic
education that is underpinned by over 400 years of international educational tradition in 30
countries. Established in England in 1937, the school has always had the philosophy that the
greatest success comes from knowing how to learn and how to ask the right questions; training
pupils to take an active role in reaching and exceeding early expectations. From the vibrant
Nursery to the exciting Sixth Form, tomorrow's professionals acquire the skills, knowledge and
qualifications that give them the best possible start in life.
The school is filled with a strong sense of purpose, offering a wide-ranging and active education
with facilities encompassing new science laboratories, music and drama studios, sports fields,
indoor swimming pool, all weather floodlit sports pitches, sports hall, dedicated Sixth Form Centre,
a forest school for the youngest pupils, and a fully equipped, West End quality theatre seating over
350. The girls participate in choirs, sports teams, orchestras, language groups, outreach work, craft
clubs, swimming squads and debating societies. The school councils for the different age groups
and the peer mentoring and 'big sister' system provide pastoral care in a place that values the
individual and always stretches a hand to help others, leading to charity initiatives as well as a
happy and fulfilled community.

Mrs Amelie Morgan
Prep Headmistress

Notre Dame School

Ms Louise Ayling
Bursar

Mrs Anna King
Senior Headmistress
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Heritage and ethos
The School has a long heritage in matters spiritual and philosophical. Notre
Dame, Cobham is a Catholic School, but with an ecumenical attitude to
those of other faiths. It was established in 1937 by the Sisters of the Order of
the Company of Mary Our Lady. The Company of Mary Our Lady was
founded in France in the 17th century by St Jeanne de Lestonnac and has
over 300 educational establishments throughout the world. The Sisters
continue to play a very important role in the pastoral life of the school ensuring
that the ethos is maintained. Our values are rooted in our heritage, however,
as an inclusive, outward-looking School; we are committed to encouraging
a questioning spirit of mutual tolerance and informed dialogue based on
openness, reciprocal respect and trust. We welcome girls of all faiths and
none.

The Department
The IT department provides and supports well designed technologies that enhance the learning,
teaching and administrative aspects of the School.
The IT team is made up of one full time IT Technician, one part time IT Technician and the Data
Manager all of whom report to the IT Manager.
IT Facilities
In the Senior School there are two computer rooms for the delivery of discrete Computer Science
lessons and for cross curricular use. There is a music suite with a mixture of Macs and PCs. Other
classrooms are equipped with either a projector or an interactive screen. In addition there is a set of
laptops that staff can book for use in a lesson.
In the Prep School there is one computer room for Computer Science teaching. Classrooms are
equipped with an interactive screen. There is a set of iPads for use in classrooms.
There is an additional computer room which is shared by the Senior and Prep schools.
There are about 300 desktops in use throughout the school.
The network is made up of circa 25 virtual servers, 12 edge switches, 50 Wi-Fi access points, a 1 Gb
internet leased line and on site telephone system.
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The Role

Position Title:

IT Manager

Line Manager:

Bursar

Main duties & responsibilities:
Strategic direction
 Develop a clear and pragmatic vision of what the school should aim to achieve with IT
over time and assist each department in both the Senior and Prep School to identify its
requirements for digital technology provision in the future
 Provide regular input to the IT vision and strategy ensuring it meets the school’s
requirements and is viable from a technical and support perspective
 Provide regular updates to the SLT on the day-to-day IT operations and
development across the School
 Assist with planning the design of the IT infrastructure so that resources are
available across the School community
 Play a leading role in the budgetary process to ensure funding for the IT
programme to support school-wide goals
Development
 Identify and scope key IT projects as a result of user needs and the School
strategy
 Plan network infrastructure for new applications and services
 Plan and manage the delivery of all IT projects, including the development and
execution of individual work plans
 Oversee the professional development of all staff in the IT support team
Teaching and learning
 Work with departments and faculties in the development of a plan for the
integration of IT in learning and to support each curriculum area with the
implementation of their plan
 Evaluate the effectiveness of the use of IT in enhancing academic results or other
learning outcomes
 Contribute to the development of school policies relating to IT/digital technology
Staff development
 Conduct staff development in the areas of IT and IT integration e.g. by demonstrating
the application of IT enhanced learning to staff in the classroom ona regular basis
 Work alongside teachers and support staff, sharing and supporting good practice
Management
 Manage all IT systems, services and staff across the School, including escalated support
requests and larger IT systems and infrastructure developments / projects.
 Evaluate the use of IT facilities, the suitability and availability of hardware and
software, and its use by pupils and teachers
 Manage and maintain the network, as well as network performance monitoring
 Identify, install and maintain upgrades to the network
 Oversee user access to the network
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Integrate mobile devices on to the School networks (BYOD)
Oversee security of the network
Develop a backup/disaster recovery plan for a network emergency
Ensure all software is licensed, supported and maintained
Maintenance of documentation of all IT systems and services, including
maintenance contracts and warranties
Provide technical advice and support for the operation of the School website, and
SIMS
Provide day-to-day support and direction to the IT support team, to ensure all work is
clearly understood / planned, risks identifiedand issues addressed
Manage the resolution of IT issues that have been escalated across the School.
IT budget creation and management, ensuring internal procurement process is followed
for all purchases, that relevant records are kept, and reports can be issuedto leadership
as and when requested.

Other Professional Requirements






Attend relevant meetings and training sessions as required
Meet all deadlines reasonably requested
Adhere to all policies (including Health and Safety and Child Protection) and to
raise any concerns to the appropriate person
Be aware of wider curriculum developments
Undertake professional development

Health and Safety


All employees have a legal duty to ensure the safety of themselves and all the pupils and
staff within the school as detailed in the Health and Safety at Work Act 1974.

Data Protection


All employees should familiarise themselves with and follow the Data Protection guidelines
and practices.

Safeguarding


The school is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share this commitment.

For the avoidance of doubt, the duties and responsibilities contained within this job description may
change from time to time according to the requirements of the role and it is not intended to have
contractual effect.
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The Person

Criteria

Essential

Desirable

Education,
Qualifications and
Experience

Degree

Evidence of involvement in
relevant professional
development

Understanding of the educational
environment and the curriculum
Up to date knowledge of the key
trends and developments in all
aspects of educational technology
Experience of conceiving and
managing innovative IT projects,
preferably some with an educational
aspect

Middle management experience
Previous experience of working inan
educational environment (school,
college)

Experience of managing and
developing IT services and staff
Commitment to continual
professional development
Skills and
Attributes

High understanding of IT in orderto
confidently manage IT services
Excellent communication and
inter-personal skills

Ability to defuse difficult situations
using different strategies such as
careful listening, sensitive use of
humour, praise and recognition

Vision and clear thinking
Ability to generate ideas and
drive initiatives
Capacity to deal sensitively with
problems
Personal
Qualities

Enthusiastic and able to enthuseand
encourage others

Forward thinking approach

Ability to establish good working
relationships and work well in a team
Flexible, motivated, able to work
unsupervised and an ability to deal
with unpredictable situations.

Other
Requirements

Fully supportive of the School’s
Catholic tradition

Commitment to the whole life ofthe
School

Commitment to the aims and
ethos of the School

Able to promote the image of the
School through an articulate and
confident approach

Commitment to safeguarding and
well-being of all pupils
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Technical Skills Matrix
Essential
Active Directory

•

Windows (workstation and server)

•

DNS

•

DHCP

•

Firewall management

•

Networking (routing and VLANs)

•

Information security management

•

Anti-malware software

•

Web filtering (iBoss)

•

Email security (LibraESVA)

•

Backup software

•

Microsoft 365 administration

•

Microsoft Teams

•

Azure administration
Azure AD Sync

•
•

MDM (Lightspeed)
VMware vSphere

Desirable

•
•

System Centre Configuration Manager

•

Virtual Learning Environments (ideally Firefly)

•

Apple School Manager

•

Management Information Systems (SIMS)

•

Website CMS (Finalsite)

•

Print Management (PaperCut)

•

Telephone system (Mitel)

•

ID Card System (Biostore)

•
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Benefits of Service

Hours of work


Permanent, Full time

Remuneration


Competitive dependent on skills and experience

Benefits

















The School has high expectations of its staff, and therefore looks to reward them with a
competitive salary scale and beneficial conditions of service
There is an extensive induction programme for all new colleagues and ongoing professional
development is encouraged
Staff development programme
25 days paid annual leave – pro rata for part time
Contributory Pension Scheme
Staff Wellbeing programme – wellbeing afternoon
Financial contribution to eye tests and glasses for eligible staff
Employee Assistance programme – counselling, financial assistance etc.
Childcare vouchers
Staff discount on fees
Free lunch during term time
Free coffee/tea during term time
Free use of the school’s leisure and sporting facilities, including heated indoor pool
Commute by school coaches during term time
Free parking
School nurse during term time
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Selection Process
Please complete the online application form available on our
career site on eTeach:
www.eteach.com/careers/notredame-co/#/
Closing Date: 5pm on Friday 16th April 2021
Interviews:

w/c 19th April 2021

Start date:

May 2021

Shortlisted candidates will be interviewed by senior members of the
School, undertake a practical test and take a tour of the school.
If schools are closed at time of interview there will be remote
interviews over Zoom instead.
Please note that before making an application for any vacancy
listed you should familiarise yourself with our Recruitment Privacy
Notice, Safeguarding Policy, Safer Recruitment Policy, Keeping
Children Safe in Education and Equal Opportunities Policy which
are available at: notredame.careers.eteach.com
Notre Dame School is committed to safeguarding and promoting
the welfare of children and young people and expects all staff and
volunteers to share this commitment. Applicants must be willing to
undergo child protection screening appropriate to the post,
including checks with past employers and the Disclosure and
Barring Service.

Applications to:
Human Resources
Department
Notre Dame
School
Burwood House
Convent Lane
Cobham
Surrey KT11 1HA
Email:

Recruitment@
notredame.co
.uk
Any questions,
please contact HR
on 01932 589480.

The School is an equal opportunities employer and is fully
committed to a policy of treating all its employees and job
applicants equally and does not discriminate on the grounds of
race, physical or mental disability, national origin, colour, family
status, gender, religion, sexual orientation, age or any other
characteristic protected by law.
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NOTRE DAME SCHOOL
BURWOOD HOUSE
CONVENT LANE
COBHAM
SURREY
KT11 1HA
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