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JOB DESCRIPTION


	Title of Post:
	Network Manager


	Grade/Hours
	Band 4 Scale Point 26-34 Salary £24,723 - £31,613                     (Includes Fringe Allowance)
Full time – 37 hours per week
[bookmark: _GoBack]

	Responsible to:
	Headteacher

	
	

	
	

	Job Purpose:
	This post is to strategically develop and maintain IT communications across The Ongar Academy also supporting High Ongar Primary School 1 day per week. This post is based at The Ongar Academy and demands flexibility, creativity and innovation with regards to the needs within the Academies.





NETWORK MANAGER RESPONSIBILITIES

· Responsible for the effective and efficient support, deployment and monitoring of all ICT related equipment, licensing requirements and related resources to ensure a robust and efficient service is provided.
· To continually develop and enhance the school website and online reporting ensuring its security and content.
· The role is that of technical lead across the Trust and you will be required to visit or provide remote support to the other academies.
· To ensure conformity with any relevant ICT related Health and Safety issues.
· Assist in preparation of the strategic plan for ICT.
· Liaise with and monitor the work of external contractors.
· Lead and manage department to successfully achieve agreed goals.
· Represent the Trust at relevant panels, working groups and meetings as required.


NETWORK MANAGER DUTIES

· To install, manage and ensure the maintenance of all aspects of the basic ICT hardware infrastructure requirements for the Academies.
· To install, manage and ensure the maintenance of all aspects of the basic ICT software infrastructure requirements for the Academies. This to include but not to be limited by:
1. Software installation
2. Disk space and printer space allocations
3. Establishment of network shares, access rights etc.
4. Proactive monitoring of system use/abuse
· To manage and monitor risk assessments as appropriate and revise relevant processes and procedures accordingly.
· To manage and monitor the training with regard to the Health and Safety implications of ICT equipment use.
· To manage and monitor an effective and efficient desktop and Application Support programme. This to include but not to be limited by:
1. Software installation
2. Device peripherals
3. Detection, diagnostics and resolution of access issues
4. Detection, diagnosis and resolution of application issues
· To design, develop, manage and monitor processes and procedures to ensure the effective and efficient management and deployment of system configuration and change within the Academy. This to include but not to be limited by:
1. Installation of new and upgrades to software
2. Installation of new and upgrades to Hardware
3. Determining access to and the storage of relevant data assets and configurations
· To design, develop, manage and monitor processes and procedures to ensure the effective and efficient management of all risks associated with ICT. This to include but not to be limited by:
1. Proactive maintenance schedules
2. Active Director Management
3. Backup systems
4. Virus protection systems
5. User access and security systems
6. Data protection policy adherence
· To interpret, manage and monitor logging information systems in order to produce summary reports and recommend causes of action which enhance the use and effectiveness of the ICT systems.
· To prioritise the resolution of system problems and incidents and determine whether internal or external resources should be deployed in order to rectify.
· To contribute to the identification, management and implementation of suitable hardware and software solutions.
· To contribute to the design, development and implementation of working practices and procedures that enhance the impact of ICT services in the efficient delivery of management information and supports the learning and teaching within the Academies.
· Additional duties may be required and these may be determined by the CEO,CFOO or Trust’s board and you may be requested to carry out such additional activities at his/her discretion.


GENERAL

Such other duties relating to the use of the premises and site as may be necessary from time to time in accordance with established local practice or with the reasonable requirements of the school and Governing Body.
The duties may be varied by the Headteacher and/or Governing Body to meet changed circumstances in a manner compatible with the post held.
The Trust and Local Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment

It is a requirement to:
· Participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
· Comply with individual responsibilities, in accordance with the role, for health & safety in the workplace
· Ensure that all School and Trust policies are adhered to.



NETWORK MANAGER PERSON SPECIFICATION
	
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	Educated to NVQ Level 3 or equivalent 
Experience of network support
Qualification or experience in management
Completion of DCSF Induction programme

	
	Knowledge of relevant policies and procedures
	Detailed knowledge of school policies and procedures

	
	Literacy
	NVQ Level 2 in English or equivalent

	
	Numeracy
	NVQ Level 2 in Maths or equivalent
Ability to undertake complex financial/budgetary calculations

	
	Technology
	Ability to use word processor and wide range of financial and administrative IT packages

	Communication
	Written
	Ability to complete complex returns, write complex letters and reports

	
	Verbal
	Ability to exchange complex verbal information clearly and sensitively

	
	Languages
	Seek support to overcome communication barriers with children and adults

	
	Negotiating
	Ability to negotiate effectively to achieve best outcomes
Ability to manage difficult or controversial exchanges

	Working with children
	Behaviour Management
	Understand and implement the school’s behaviour management policy   

	
	SEN
	Detailed knowledge and understanding and awareness to support the differences in children and adults in relation to the role

	
	Curriculum
	Detailed knowledge and understanding of the school curriculum in support of the role and advise and support others

	
	Child Development
	Detailed knowledge and understanding of how the role contributes to child development and be pro-active in putting forward ideas for improvements and for communicating any changes

	
	Health & Well being
	Understand the importance of physical and emotional wellbeing




	Working with others
	Working with partners
	Establish effective relationships with those working in and with the school

	
	Relationships
	Ability to establish rapport and respectful and trusting relationships with children, their families and carers and other adults

	
	Team work
	Ability to make an distinctive contribution to the work of a team

	
	
	Work effectively as part of school team
Ability to work independently

	
	Information
	Ability to provide professional and timely information to others

	Responsibilities 

	Organisational skills
	Ability to be proactive and initiate action

	
	Line Management
	Ability to manage and support the work of others and deputise for the ICT Manager

	
	Time Management
	Ability to plan and manage own time

	
	Creativity
	Ability to resolve problems independently

	General
	Equalities
	Demonstrate commitment to treating all people fairly

	
	Health & Safety
	Good understanding of Health and Safety legislation

	
	Child Protection
	Understand and comply with children protection procedures

	
	Confidentiality/Data Protection
	Understand and comply with procedures and legislation relating to confidentiality

	
	CPD
	Demonstrate a clear commitment to develop and learn in the role
Ability to effectively evaluate own performance




NOTE:
This job description is not necessarily a comprehensive definition of the post and may be subject to modification or amendment at any time after consultation with the holder of the post.
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