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JOB DESCRIPTION
Wellingborough School 
Post:	IT Services Administrator				Date of issue: January 2018 
Wellingborough School was established in 1595 and is today an independent co- educational day school serving Northamptonshire, and adjacent parts of Bedfordshire, Buckinghamshire and Leicestershire.  The School is a co-educational independent day School of some 850 pupils which comprises three elements, namely Pre-Preparatory (Age 3 – 8), Preparatory (Age 8 – 13) and Senior (Age 13 – 18). The School enjoys a strong academic tradition, which it is determined to maintain, combined with its extensive co-curricular programme.  

Reporting to: Term time - Manager of Information Systems (MIS) Out of term time – Assistant Bursar (Operations)

Salary: £20,000-23,000 pa	
Hours: 37.5 hours per week - The Employee’s normal hours of work will be 08:00-16:00, with a 30-minute unpaid lunch break.  Due to the nature of the role, there may be times when out of hours working is required, including weekends and evenings. Time in lieu or overtime will be agreed by the MIS. 
Disclosure Level: Enhanced

Duties:

To provide support to the MIS in ensuring that the Schools ICT Network (Provision) operates efficiently across all sites and deal with all technical aspects of the curriculum and administrative ICT within the School keeping the School in the forefront of ICT. To provide support and administration of mobile devices across the school campus.
[bookmark: _GoBack]Due to the small size of the department, it is essential that its members can and will give help to both staff and pupils when required.  It is normally the role of the ICT technician (apprentice) to be the “first port of call” and the IT Services Administrator to provide the 2nd line of support


Development, Support and Maintenance of Technical Systems:
· Set ICT support priorities, balancing response to support requests with the need to follow planned monitoring and maintenance in the context of staff availability and wider ICT service demands
· Undertake first and end line assistance with ICT related problems to include: log on / filing problems, MS Office & other Software queries.
· Maintaining the ‘Vision’ helpdesk & accurately recording progress of any work. 
· Manage, and implement, the installation of new computer hardware and software as required enabling the delivery of ICT to all operational areas.
· Assist the MIS with the management and support of the School network infrastructure including maintenance, upgrades and documentation of LAN, WAN and wireless networking.
· Testing and installing new software and upgrades as appropriate.  Maintaining installation records. 
· Help administer the Office 365 services to ensure email access for staff and students and where possible to update group mailing/teaching lists and maintain them throughout the year.
· Maintain secure user access to systems and applications as appropriate and monitor use of system by users, with routine/spot checks to ensure appropriate use is maintained.  Reporting any findings for the implementation of sanctions to the MIS and maintaining database of such as necessary.
· Ensure appropriate filtering of internet sites and maintaining records of any changes.
· Undertake other appropriate work as delegated by the MIS including involvement in new projects and ICT facilities.
Resource Management  
· Ensure all ICT equipment is operational at all times, maintaining PC’s – laptop, desktop, printers, scanners, whiteboard, wireless equipment, ICT projection equipment, VDU screens, Input Devices, etc.
· Maintain the asset register for hardware, including specification of machines and their age so that a replacement and redeployment plan can be put in place and carried out.
· Report damage and defects to the equipment of the School so that appropriate repair and remedial action can be taken.
· Maintain software licences’ ensuring fully licensed software is run at all times and that appropriate software is available to relevant users.
· Maintain an up to date working knowledge of relevant ICT issues and equipment undertaking training, etc. as necessary on an on-going basis.
· Provide support for school-owned mobile technology such as netbook computers, tablets, mobile phones and any new technologies implemented by the School.  
· Mobile Device support with licensing, troubleshooting and maintaining devices including charging, syncing and updating apps and other software. Administer and roll out the School’s Mobile Device Management system and to ensure proper integration where needed. Keep records on their use and to maintain and develop resources for the teaching.
· Carry out a regular audit and timetable access to MD’s and Help to manage the MD’s budget MD’s and to ensure resources are used efficiently and effectively
General Functions:
•	Provide advice and guidance on the use of ICT hardware & software.
•	To provide help to both staff and pupils when required.
•	Pay due regard to Health & Safety (H&S) matter in force at the time and to comply with the school H&S policy.
· To undertake such other duties as may reasonably be required commensurate with the grade of the post at the initial or present place of work or at any of the School’s establishments.
· To undergo any training & development as required.
· To be committed to playing a full part as a member of a team


Revision of Job Description
There will be a periodic review to ensure that the principal duties have remained as stated above or that any changes have been made in agreement with the incumbent.


	Child Protection and Safeguarding
The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons with whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risk to the safety or welfare of children in the School s/he must report any concerns to the Designated Safe Guarding Lead or to the Headmaster.



Applications 

The application form should be returned together with a covering letter in which the applicant should explain what s/he can offer to the post. Applications by e-mail are welcome.   Please send them for the attention of Mrs Karen Harrison, HR Manager to recruitment@wellingboroughschool.org by 1pm, Monday 5th February 2018

Interviews will take place on Thursday 8th February 2018
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