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         AES Job Description – Professional Support Staff
	Name: 
	Team: IT 


	Post : IT Manager
	Band: 4 –to mid 


	Date appointed to post: 
	Date appointed to school: 


	Senior Line Manager:  Assistant Headteacher -
Progress and Achievement
	Immigration Status: 

	Line Management Responsibilities:  IT Team

	Hours: 37 hours- 52 weeks per year


	Line Manager:
	Assistant Headteacher- Progress and Achievement


	Job Purpose:
To be responsible for the administrative and curriculum ICT systems including the smooth running, maintenance and development of the school’s network, Learning Platform and ICT resources

Including the day to day management of the IT Team.



	Management
· Manage the ICT infrastructure.

· Line manage the IT Team.

· Identify and advise on whole school ICT investment strategy

· Determine future needs for the school infrastructure

· Keep abreast of new technology and advising other colleagues as appropriate

· Ensure the back-up of all systems and data

· Be responsible for the functional disaster recovery strategy  

· Ensure data is secure 

· Ensure the safety and integrity of email and internet access including protection against virus, spam and inappropriate website access 

· Be responsible for planning the maintenance programme of all hardware and software

· Manage the implementation and development of the VLE, including the training of staff and maintenance of resources.

· Develop and maintain high quality whole school ICT resources to support teachers and students

· Manage the external interfaces to suppliers and vendors for both third level support and procurement

· Negotiate support agreements with external suppliers of hardware and software

· Ensure appropriate licenses are in place for system and application software in use to comply with legislative requirements

· Plan for major developments of the ICT service to develop an IT infrastructure which is commensurate with providing an education fit for the  21st Century and project manage their implementation

· Ensure data protection procedures are followed and comply with current requirements



	IT Support
· Be responsible for prioritising the workload of the IT Support team

· Give advice, guidance and demonstrations to other users (students and staff).

· Ensure timely and appropriate resolution of users technical problems

· Ensure the effective functioning of the IT Networks and associated hardware and software (including CCTV, Telephone systems etc.)

· Identify and advise users of appropriate usage of hardware and software

· Provide support to all staff by installing and operating required ICT packages/systems.

· Maintain other related equipment, resources and interactive whiteboards

· Keep records of all equipment and purchases as required

· Be responsible for the administration of user access rights to the network and applications such as Sims and email

· Assist in the design, coding, development, maintenance and update of the school website



	International Ethos:
· To support and promote the school’s distinctive ethos and curriculum
· To support the school visits programme e.g. taking part in the visits, supporting Globex etc
· Be familiar with the varying needs and characteristics of different faiths and cultures


	Administrative / CPD:
· Undertake any training commensurate with the post.
· Undertake performance management process for IT Team. 

· Provide cover for other professional support staff as required.



AES PERSON SPECIFICATION

IT MANAGER
	Experience


	· Successful recent experience working in a school
· Working effectively as part of a IT team
· Good numeracy skills

· Relevant training/experience in ICT equipment and packages

· Ability to read and write technical reports

· Ability to manage complex IT issues as they arise


	Qualifications


	Essential

· Experience in general administration and IT
· Ability to use IT programs such as Word, Excel, PowerPoint
and wide range of technical and administrative IT packages 

	Desirable:
· Appropriate degree  in IT management or equivalent

· Previous experience of managing a team 
· Educated to NVQ level 4 in English & Mathematics

	Knowledge, Skills & Aptitudes


	· Ability to exchange verbal information clearly, sensitively and in writing
· Ability to negotiate effectively to achieve best outcomes

· The skills needed to work successfully in a team and to contribute to group thinking and planning

· A positive approach to work, based on finding solutions to any given problem.
· Demonstrate practical knowledge and problem-solving strategies including Audio/Video trouble shooting.

· Good working knowledge of network operations and the ability to install and maintain ICT hardware and software

· Be able to work on his/her own initiative and manage time and workload efficiently.
· An ability to be flexible and creative

· An ability to follow instructions accurately

· An ability to use own initiative and work independently

· An ability to communicate effectively with adults and students, verbally and in writing

· An ability to motivate, inspire and have high expectations of team.
· An ability to work calmly under pressure, showing  patience, enthusiasm, resilience, initiative and kindness in adversity

· A strong “can do” attitude
· Ability to maintain a clean and safe working environment for staff and student 
· Understand and comply with procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role

· Ability to effectively evaluate own performance



	
	Personal Development & Welfare: 

· An understanding of Child Protection, Keeping Children Safe in Education and Safeguarding policies and procedures

· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place

· A commitment to safeguarding and promoting the welfare of children and young people 

· An awareness of, and commitment to equalities of opportunity and inclusion in education


	
	International: 

· An understanding of, commitment to or willingness to fully embrace an internationalist ethos and vision  



	
	Administrative/CPD:

· A commitment to their own personal development and the continuing progress of the school 

· Effective time management and the ability to maintain a proper work-life balance

· Effective use of  standard IT programs such as Word, Excel and  PowerPoint 

· An awareness of, and commitment to equalities of opportunity and inclusion in education



