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	JOB DESCRIPTION




	Job title
	Network Manager

	Grade
	NJC Grade I Point 22-26

	Job purpose
	To play a key role in ensuring the safe, consistent and reliable provision of IT services, maximizing teaching and learning and operational efficiencies.
To support the IT Manager in the management and development of systems and network infrastructure across Pathfinder Schools.

	Supervision
	Operational management of the IT Technician team.

	Responsible to
	IT Manager



Main duties & responsibilities

IT Support Service

· To provide an efficient, reliable and professional IT support service across Pathfinder Schools.
· To have day to day responsibility for the IT service desk, acting as as the senior point of contact for technical problems, ensuring effective resolution through ticket allocation and management, in line with internal procedures, SLA’s and KPI’s.
· To gather and interpret monthly data on the work of the service desk, providing reports to the IT Manager including activity and performance, to enable a high quality and continually developing service.
· To be responsible for the day to day management of the IT Technician team, to ensure they carry out their duties effectively, including appropriate ticket management, receive adequate support to provide a high quality, customer focused support service. 
· To ensure that the Technician team are deployed appropriately, reorganising duties when members of the team are absent, minimising the impact on service users. 
· For faults that cannot be resolved internally, liaise with suppliers and third party support agencies to ensure effective resolution, updating the IT Manager as necessary. 
· To be a member of the IT technician team, playing an active part in ticket resolution, including working on tickets to meet the needs of Trust Schools/Academies including working across multiple trust sites as and when required. 

System Administration

· To support the IT Manager in the upgrade and implementation of new systems, including supporting key projects.
· To lead and/or support in the delivery of planned changes, ensuring projects follow agreed time scales and any potential delays are reported to the IT Manager.
· To ensure that network and equipment security is maintained at all times, including:
I. anti-virus software is kept up to date and working properly on all stations and devices
II. all workstations and servers have the required security patches installed
III. manage student and staff access in line with Pathfinder Schools procedures and safeguarding requirements
· To be responsible for the correct operation of backup systems and disaster contingencies
· To carry out routine maintenance tasks as required.
· Under the direction of the IT Manager oversee the efficient running and maintenance of IT facilities including: 
· the installation of new software
· the installation of new workstations and peripherals on curriculum and administration systems 
· the purchase of IT consumables and equipment 
· approve and administer user accounts, including setting appropriate permissions, and access rights, ensuring the removal of former users
· tracking and reporting abuse and misuse of systems and IT equipment, reporting concerns to the IT Manager and/or the appropriate school/academy leader
· co-ordinating repair /fault finding and maintenance of all systems
· development of internet/intranet services

Administration

· To monitor software licenses across Pathfinder Schools Academies/Schools to ensure that software is compliant, including tracking renewal dates and taking appropriate action 
· To ensure all critical hardware has appropriate warranty coverage
· To ensure that procedures for asset tagging, inventory and device encryption are in place
· To identify equipment for upgrade or replacement, to ensure records are updated appropriately
· To provide training to staff on IT systems as and when required
· To keep up to date with relevant technological developments, sharing knowledge with the IT Manager and senior colleagues. 
· To support the IT Manager in planning, sourcing and purchasing new hardware and software to keep Pathfinder Schools at the forefront of technology, enabling IT to be an essential part of pupil development and an area of strength for the Trust. 
· Any other duties, commensurate with the grade, for which the post holder has appropriate skills / training, as may be required from time to time.

SPECIAL FACTORS:

Subject to the duration of the need, the conditions given below may apply:

· The nature of the work may involve on occasion the post holder carrying out work outside of normal working hours.
· The post holder may be required to attend, from time to time, training courses, conferences, seminars or other meetings as required by his/her own training needs and the needs of the academy.
· This post is eligible for a DBS check under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (i.e. it involves certain activities in relation to children and/or adults) and defined as regulated activity under Part 1 of the Safeguarding Vulnerable Groups Act 2006 before the coming into force of section 64 of the Protection of Freedoms Act 2012 on 10th September 2012. Therefore, a DBS enhanced check is an essential requirement.

This job description sets out the duties and responsibilities of the post at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.

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

This job description is not exhaustive and the post holder may be required to undertake other duties as reasonably required by the Principal and/or Business Manager.


Signed:	………………………………  (Manager)		 Dated: ………………………

Signed: 	………………………………  (Post Holder)		Dated:	………………………. 
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