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Introduction from the Headteacher

Thank you for the interest you have shown in the post of IT Network Manager at our school. This is an excellent opportunity to join our dynamic Team.

Pudsey Grammar School is a heavily oversubscribed mixed comprehensive secondary school located in the heart of the market town of Pudsey. Situated between Leeds and Bradford the town has always valued its independence from its two larger neighbours. The school has a long and proud history stretching back to 1905.  The school has 1400 students with a thriving and expanding Sixth Form of over 250 students all taught in a state of the art building. The innovative and unique style of the building creates a calm atmosphere very different to many secondary schools.

I was appointed in 2014 and since then we have received a letter from Amanda Spielman (HMCI Ofsted) which stated we ‘have transformed all aspects of the school.’ This assertion was further underlined in 2018 when the increase in our exam results resulted in the school being the most improved school in Leeds and one of the most improved in the country (we were delighted to follow these achievements up with our best ever GCSE exam results in 2019 which were above the national average).  The pattern of improvement continued in 2020 with our Year 11 students achieving grades, which were outstanding.  The school had a highly successful Ofsted inspection in April 2019 and was judged as good in all areas including our sixth form.  

Despite the challenges of the global pandemic, we have continued to innovate.  Immediately prior to the March lockdown in 2019, we provided laptops and 4G wifi to all families who were not online.  This allowed us to provide online work for all students for every lesson - this led to a high level of engagement from students.  We also made over 700 phone calls a week to keep in touch with students and their families, we paid families whose children received free school meals directly from the school budget rather than waiting for the voucher system and we piloted live lessons.  As a result, we were one of only three secondary schools across the city who were selected to share their good practice by Leeds City Council.

In addition to the work during the pandemic, we also started the complete redesign of our curriculum.  This is an exciting three-year project and we have successfully completed the first two years.  With further exciting innovations planned and/or delivered, including the creation of 20 new posts in the school.

In 2022 the school was selected to be a national Behaviour Hub school. This is a Department for Education programme led by the Governments’ School Behaviour Advisor Tom Bennett which identifies school who have ‘an exemplary behaviour culture’. We are one of only 20 secondary schools out of 4000 who have achieved this prestigious accolade and we are working with other schools across the north of England to improve their behaviour cultures. 




We are aiming to be a centre of excellence by 2023 and every indicator we have, we are on track to achieve this goal.  Continuing to recruit high calibre staff is a key priority of our strategy.

The following passages are taken from the 2019 Ofsted report.

“The Principal leads the school with passion and determination.”

“Behaviour, both in lessons, and about the school, is good. Pupils treat each other and adults with respect.”

“Strong leadership, at all levels, is at the heart of this school’s success.  An effective team of senior leaders very ably supports the Principal.  The Principal describes the middle leaders as the ‘engine room of the school’ and they are indeed a real strength.”

“Staff morale is high. Staff, at all levels, have embraced the changes and are proud to be part of a successful school.”

The school has a long tradition in the town, being established as Pudsey Grammar School in 1905. Although the school is taught in a state of the art building, our core values of respect, resilience, integrity, compassion and ambition are highly traditional and are based on the goal of ensuring that every student reaches their true potential. 

Our school is not just about the students gaining knowledge and qualifications, although these are extremely important. We believe in teaching young people core values of decency, social skills and how to be a good citizen in an ever changing world.  We want their character to develop and grow and for them to leave us with an inquiring and independent mind. We want our students to gain the best qualifications they are capable of whilst experiencing a range of opportunities which are second to none. As a result, the school is extremely popular with our community and is significantly over-subscribed every year. 

Our Sixth Form, which is rated as good by Ofsted, has grown in recent years and we now have over 250 Post-16 students studying at Pudsey Grammar.  We have a strong tradition of ensuring students access the best universities including Oxford and Cambridge. 

Our staff show exceptional dedication and commitment to our students. Relationships in the school are extremely strong and this underpins the ethos of the school.  We pride ourselves in the care and support that we give our staff and as a result there is a real team spirit in the school where people enjoy being part of our school community. Teaching and learning is the key focus of the organisation and everything that we do is designed to ensure that the classroom experience for the students is excellent.   We are currently redesigning our curriculum to ensure that the education we offer is second to none.

We offer fantastic support and professional development to staff which ensures that everyone is equipped with all the necessary skills to be an excellent practitioner and deliver a first class education to all students. 

The school is a foundation Trust school and our partners include global companies such as M&S, HSBC bank alongside leading local business and training provider, Appris. These high quality links allow our school to offer excellent careers opportunities to students across the ability range. As a result, the school has 0% NEETs at Year 11.

We are currently part of the Red Kite Teaching Alliance which is providing outstanding opportunities and CPD for all of our staff. Subject Leaders attend their Collaborative Learning Groups, which allows them to network and share best practice.  This is further disseminated through the school via regular department meetings and weekly Teaching & Learning briefings.

This clearly is an exciting time to join our school.

If you have a desire to work in one of the most exciting and rewarding schools, which will also provide you with excellent development opportunities, please complete the application form. Any further details can be obtained by emailing recruitment@pudseygrammar.co.uk or visit our website www.pudseygrammar.co.uk

Mark McKelvie
Headteacher
Pudsey Grammar School

Details of advert 
An opportunity has arisen for an exceptional candidate to join our highly valued team at Pudsey Grammar School.  The IT Network Manager plays a key role in developing and driving the school’s IT strategy into its next phase.  

The role sits as a middle leadership role, actively contributing to the Business Support Team and would suit a highly qualified IT expert.  We are seeking a motivated and driven individual to develop and implement our short, medium and long-term  IT plans, oversee and maintain efficient IT resources across school and lead our IT Team to deliver an excellent support service to staff and students.  An understanding of the IT context within a secondary school environment would be an advantage. 

You will need to possess excellent inter-personal skills, be forward thinking and have an adaptable and flexible approach to the needs of the students and school.  It is essential that the successful candidate is able to work as part of a team, as well as under their own direction, having the passion, drive and ambition to work with the school as it continues the journey to becoming a Centre of Excellence.

The school offers a flexible/hybrid working model for this role allowing a blended arrangement of home and school-based working.  Provision for some holiday entitlement to be taken during term-time.

[bookmark: _GoBack]Visits to the school are warmly invited and can be arranged by emailing recruitment@pudseygrammar.co.uk or telephoning the HR office on 0113 2558277 ext. 246.
Why work at Pudsey Grammar School?
· An organisation which has staff wellbeing at its core
· Be a part of our rapidly improving school.
· Have the opportunity to play a key part in the continuing transformation of the school.
· The desire to join a dynamic and enthusiastic team of support staff who are supporting teaching and learning to ensure our students are successful in every way.
· Flexible working arrangements for business support roles
· Be part of a supportive organisation which prides itself on high standards for staff and students. 
· Work in an award-winning state of art building.
· Access to a range of Local Authority benefit schemes.

Appointments made are subject to an enhanced DBS check.

This school is committed to safeguarding and promoting the wellbeing of children and young people and expects all staff, visitors and volunteers to share this commitment.

Application Process
Should you wish to apply for this position, please send the following:
· A completed application form.  Applications should be made electronically in Word or PDF format to recruitment@pudseygrammar.co.uk.  
· Please be aware that we do not accept Curriculum Vitaes.  
· In support of your application you may include a covering letter.  This should be in addition to the completed application form. 
Closing date for applications:  Monday 23rd January 2023 12 noon
Shortlisting will take place on, Friday 27th January 2023 and successful candidates will be contacted direct with details of the interview.
Interview date:  Wednesday 8th February 2023







Job Description
	
	

	· Post Title:
	IT Network Manager

	
	

	· Post Purpose:
	· To provide strategic and operational oversight of the whole-school IT provision.
· To lead on the development of IT solutions and take responsibility of the school’s short, medium and long-term IT development plan.
· To ensure smooth and effective operation of whole-school (staff and students) IT provision at all times.
· To lead and develop an effective IT Support Team.
· To operate as part of the Business Support Team, working alongside colleagues to ensure continual improvement of the school’s business support functions.
· To deliver the appropriate support and training for all IT developments.

	
	

	· Reporting to:
	Director of Operations 

	
	

	· Responsible for:
	IT Support Team (x2 Technicians)

	· Working time:
	37 hours per week, working flexibly to cover the needs of the school from 7.00 am to 4.00 pm across the team.

A flexible/hybrid working model applies to this role allowing a blended arrangement of home and school-based working.

Actual working pattern to be agreed on appointment.

	
	

	· Salary/Grade:
	P04 (£41,496 - £44,539)

	
	

	· Main (Core) Duties:

	
	

	· Responsibilities
	Leadership & Management
· Development of the school’s 5-year IT plan, including short, medium and long-term plans working within budget
· Management of the school’s IT budget
· Lead and manage IT implementation projects
· Remain up-to-date with latest and cutting edge technology systems 
· Work closely with the Director of Operations to devise Disaster Recovery Plan and Business Continuity Plan
· To embed, monitor and look to continuously develop the school’s IT Helpdesk system and other reporting channels.
· Supporting, mentoring and training the IT Support Team
· Ensure security of the network and embed best practice for safe use of IT across school
· Ensure all IT services are compliant with safeguarding legislation
· To work with the Director of Operations and Data manager to develop a data protection strategy and ensure compliance with all data protection legislation including GDPR.
· Provide IT support and training to other staff members.
· Oversee the maintenance and development of the school website and support the Communications Manager on the use and development of social media.
· Actively work to continually improve the reliability, performance and functionality of all IT systems and equipment.
· Ensure minimal downtime and inconvenience to staff and students.
· Raise support cases with third parties as required.
· Ensure that any IT service or equipment meets H&S requirements.
· Ensure all new staff receive an induction to IT.
· Liaise with staff to support curriculum development with appropriate software.
· Undertake site surveys and risk assessment for IT projects and installations, overseeing installation progress and quality of work.
· Carry out out-of-hours maintenance including upgrades and housekeeping as required.
· Being the first point of contact for all IT related enquiries.
· Providing IT support is available at parents evenings, productions, open evenings etc as required.

Management of Resources
· Manage all school IT resources efficiently and effectively.
· Ensure effective operation of the school’s IT Helpdesk.
· Identify and collate the future resourcing needs for IT consideration in the budget planning process.
· Ensure compliance with procurement regulations to provide a thorough and robust costing plan for any IT purchase, presenting risk analysis and advice on best value and options.
· Work collaboratively with suppliers and external support to achieve the agreed aims of the school.
· To be responsible for managing the IT Technicians, including induction, training and performance management.
· Installation of desktop, server, network and multimedia hardware and software.
· Ensure correct licensing for all software and systems and that Data Protection Impact Assessments are undertaken as required.
· Maintain an inventory of all school’s hardware and software, including a record of renewal dates.
· Install, configure, test and roll-out new hardware and software in a timely manner.
· Ensure efficient deployment of computer hardware around school in line with school policy.
· Ensure prompt action for response to technical issues, faults and repairs.
· Work with Data Manager to ensure effective maintenance, supervision and upgrading of MIS and other software as required.

Quality Assurance
· To regularly check the school’s website and ensure the quality and relevance of content.
· Monitor and evaluate the performance of the IT team to ensure the delivery of highly effective support to staff and students.
· Systematically review and monitor the quality of provision.
· Develop and maintain an annual schedule of works to check IT equipment across site and replace or repair damaged or failing IT as required.
· Oversee the testing and back-up of disaster recovery solutions.
· Gather feedback and conduct reviews on the quality of IT systems and developments.
· Ensure appropriate support contracts are in place to cover hardware, software and relevant IT systems as required.
· Review and analyse the effectiveness of the school’s IT Helpdesk and reporting systems and tracking of the log of technical faults.

General
· Ensure that an enterprising approach is adopted by all across the school.
· Attend and participate in relevant meetings, training and other learning activities.
· To take an active role in own professional development.
· Be aware of and comply with policies and procedures relating to safeguarding and promoting the welfare of children, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· To demonstrate an understanding of and commitment to equal opportunities and diversity and to the standards of customer care.
· Be responsible for own health and safety as well as that of colleagues, pupils and the public. 
· Duties and responsibilities of the post may change over time as requirements and circumstances change. 

	
	

	Relationships
	The post-holder will be required to work flexibly to deliver an efficient Service. 
There will be regular contact with pupils, colleagues, other members of staff, line managers and internal and external customers 

	
	

	Physical Conditions & Working Arrangements
	The post is based at Pudsey Grammar School. 

A flexible/hybrid working model for this role allowing a blended arrangement of home and school-based working.

Provision for some holiday entitlement to be taken during term-time.

The school is accessible by stairs and lift and is available by disabled persons to the ground floor by a portable ramp on request.

This post is subject to an enhanced Disclose and Barring Service check.

The school operates a non-smoking policy.

	
	

	Prospects
	Whilst there is no automatic progression to any more senior posts, opportunities do exist for advancement and promotion, dependent upon normal staff movements and on the capabilities of the individual post holder.

	
	

	Training
	The school encourages training both “in-house” and external to meet the needs of the individual and of the Service.

	
	

	
	The school is fully committed to safeguarding children and promoting their welfare and expects all staff to share in this commitment.  All posts are subject to an Enhanced DBS with Barred List check.

[bookmark: _Hlk505704590]This job description is to assist staff joining Pudsey Grammar School to understand and appreciate the work content of their post and the role they are to play in the organisation.   
Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. This job description is not a definitive list of responsibilities but identifies the key components of the role. The post holder will, therefore, be required to undertake other reasonable duties commensurate with the purpose and salary level of this post. 
Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform, and these will be taken into account when the post is reviewed. 

Please note the successful applicant will be required to undertake a six-month probationary period in line with the current school policy for recruiting support staff.

Pudsey Grammar School is an equal opportunities employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the school’s services. 















Person Specification
IT & Network Manager
	ATTRIBUTES
	
	Ess
	Des

	Skills/Abilities
	· Ability to source, recommend, install, configure and test computer hardware, network systems, software etc
· Analytical and strategic thinking
· Ability to lead and motivate a team
· Excellent organisational/time-management skills
· Ability to work under pressure while maintaining a positive professional attitude
· Excellent communication skills with staff, pupils, parents and agencies/statutory bodies with the ability to communicate with users with varying technical abilities
· Able to work with a high level of initiative and independence
· A ‘can do’, solution focused approach
· Ability to identify the benefits and limitations of network systems, hardware, software, printers and other equipment.
	*



*
*
*

*


*




*

*

	





















*


	Knowledge/
Understanding
	· Expert knowledge of a range of IT technologies, both hardware and software
· Detailed knowledge of security protection requirements
· Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation
· Full understanding of the IT context within a school environment and general health and safety issues relating to IT teams and users
· Understanding of procurement processes and requirements
· Knowledge of data protection and security relevant to the setting
· Knowledge of legislative requirements of procurement and negotiation of contracts
· Knowledge of contingency planning at different levels
	    *


    *

    *


    *



    *

    *
	

















   *


   *

	Experience
	· Demonstrable experience of supervising a team and providing a full range of IT support within a fast-paced and challenging environment
· Experience of detailed networking and system specification in a complex environment including VLANs, ACLs and QOS configuration
· Experience of supervision of an IT support team and provision of support request analysis and management information
· Experience of working with a wide range of staff and multiple stakeholders
· Experience of working to conflicting demands and deadlines in a busy setting
· Experience of producing analyses and reports for senior management
· Experience of strategic business/IT planning
· Experience of financial/budget management and procurement processes
· Experience of managing Windows Server and Desktop environments using Active Directory, Group Policy and SCCM/MEM
· Experience of managing virtual infrastructure using VMWare ESXi
· Experience of managing backup systems using Veeam
	    *



    *


   
    *



    *


    *









     *







	

















   *

   *

   *






    *


    *

	Qualifications/Training
	· Educated to degree level (or demonstrable relevant experience gained over a period of at least 3 years in a similar/IT role)
· Possession of a relevant/appropriate professional or IT qualification
· Microsoft Certified Solutions Architect (MCSA) / Microsoft Certified Solutions Expert (MCSE) certified

	      *

	



  *

  *




	Behavioural and other related characteristics

	· Ability to develop creative approaches to problem solving
· Ability to develop own skill set to meet needs of a changing technical environment
· Flexible, resilient, co-operative and confident
· Self-directed, motivated and proactive
· A team player
· To be meticulous in approach to work
· Positive outlook and interpersonal skills
· Tactful, discreet and confidential
· Willing to abide by the Council’s Equal Opportunities Policy in the duties of the post, and as an employee of the Council.
· Willing to carry out all duties having regard to an employee’s responsibility under the Council’s Health and Safety Policies.
· To display a responsible and co-operative attitude to working towards the achievement of the service area aims and objectives.
	*

*


*

*
*
*

*

*
*



*



*
	








Enhanced Disclosure

Thank you for your interest in this post at Pudsey Grammar School. The post you are applying for involves working with young people. It is therefore exempt from the Rehabilitation of Offenders Act and any offer of employment will be subject to an Enhanced Disclosure.

As this post is exempt from the Rehabilitation of Offenders Act, you must declare any convictions, including pending convictions, cautions, reprimands and warnings which would otherwise be regarded as “spent” under this Act. Further details will be sought prior to appointment.

An Enhanced Disclosure is carried out by the Criminal Records Bureau and will check criminal records for information on any convictions, cautions, reprimands and warnings held on the Police National Computer and on local Police records.

All information on criminal records provided both by you and within the Enhanced Disclosure will be used, stored and disposed of in confidence and in line with the Criminal Records Bureau Code of Practice of Disclosure Information.

If your application is successful, you will receive further information on how to complete the Enhanced Disclosure.

We are committed to safeguarding and promoting the welfare of our pupils and expect all staff and volunteers to share this commitment.







School Location and Travel Information
Pudsey Grammar School
Mount Pleasant Road
Pudsey
Leeds
LS28 7ND

Tel: 0113 2558277
www.pudseygrammar.co.uk
Instagram/Twitter/Facebook - @PudseyGS

[image: GetMap]
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