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WHICKHAM SCHOOL & SPORTS COLLEGE

JOB DESCRIPTION


	
	
	
	
	

	
	
	
	
	

	POST TITLE:
	ICT Network & E-Learning Manager
	
	GRADE:
	APT & C Grade J

	HOURS:
	37 Hours per week – Full Time
	
	
	

	
RESPONSIBLE TO:
	
School Business Manager 

	
	

	RESPONSIBLE FOR:
	ICT & Digital Media staff as allocated


	JOB PURPOSE:
	Responsible for the management and development of all ICT applications, hardware, MIS, Digital Media, E-Learning solutions, networks and website to ensure the schools business & curriculum requirements are achieved. Arranging service provision between 8am – 5pm (4.30pm on Fridays) from your team.

	
	

	MAIN DUTIES:
	[bookmark: _GoBack]The following list is typical of the level of duties that the post-holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time. 



	
	


1. ICT & Network Infrastructure

a. Manage the School’s curriculum and administrative networks including Management Information Systems (SIMs).

b. Manage and ensure optimal operation of all network hardware, software, security solutions and equipment such as switches, routers, UPS etc.

c. Manage, monitor and develop the School’s Virtual Learning Environment & website.

d. Manage and develop the School’s Digital Media Centre including reprographics and print management systems.

e. Monitor the day to day maintenance of the School’s computer systems.

f. Arrange the installation of all new computer software speedily, enabling curriculum areas to use.

g. Establish best practices and policies for installing, configuring, maintaining, and troubleshooting end user hardware, software and peripheral devices.

h. To create and maintain user accounts and permissions.


2. Strategy and Planning

a. Design and implement short and long term plans to make certain the School curriculum and administration networks, including Management Information Systems and VLE, have capacity to meet existing and future requirements.

b. To contribute to the coherent ICT Development in line with the school’s strategic vision.

c. Identify, plan and cost all future ICT and e-Learning developments and upgrades within the School’s ICT infrastructure.

d. Manage budgets effectively 

e. Develop and deploy methodologies for testing network performance and Management Information Systems and provide performance statistics and reports.

f. To regularly monitor and review performance of suppliers against contracts and Service Level Agreements, bearing in mind that there might be better, more cost effective alternatives.

g. To keep abreast of new Government and LA initiatives in ICT.

h. To ensure that the management of our ICT systems ensures legal, ethical and safe practices are followed throughout the school.


3. Operational Management

a. Responsibility for backup systems and disaster recovery plans.

b. Direct and line manage the school ICT & Digital Media Support Staff and when necessary conduct performance reviews.

c. Approve and arrange for the administration of user accounts and access rights.

d. Advise School SLT and staff on emerging technologies as appropriate.

e. Liaise with the local authority or any other outside agencies for the repair of any ICT or E-learning equipment.

f. Manage and monitor appropriate technical support to curriculum and administration areas.

g. Maintain the School’s computer Asset Register

h. Maintain robust and thorough security arrangements to ensure that ICT systems are not abused and that all users can use our systems safely.




4. Staff Development

a. Provide or arrange training as appropriate for ICT support staff.

b. To undertake training relevant to the role performed.

c. To be involved in the identification of the ICT training needs of School staff.

d. Lead staff training on issues relating to ICT and e-learning and how it can be used to improve teaching and learning.
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