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Headteacher:  Mrs E Loveland
Oakthorpe Road, Palmers Green, London N13 5TY

Tel: 020 8886 2165                   Fax: 020 8886 6552





	POST:
	Information and Communication Technology (ICT) Network Manager 

	
	

	REPORTING TO:
	School Business Manager

	
	

	SALARY AND CONDITIONS:
	NJC Outer London PO1 / PO2 / SM1
(£33,945 - £44,607 (Jan 2020)
36 hours per week, 52 weeks per year (full-time)

	
	

	LINE MANAGES:
	ICT Technician(s)

	
	

	IMPORTANT FUNCTIONAL RELATIONSHIPS:
	ICT Team colleagues
Strategic Leadership Team
Teaching and Support colleagues
Students
Consultants, Third Party Support Services and Suppliers
Local Authority (Enfield)



CORE PURPOSE

· To work with the School’s leadership team to deliver excellent and effective ICT resources for use by students and staff.
· To be proactive in advising, developing and improving our systems to continually meet the needs of students and staff and our educational objectives.
· To efficiently manage the school’s ICT support services.


PRINCIPAL RESPONSIBILITIES

1) Strategy and Planning

· Identify software, hardware and working practices required to fulfill functional specifications as defined by the School’s needs.
· Plan for major developments of the ICT service and project manage their implementation.
· Maintain an overall view of the capabilities of the School’s ICT service and contribute to continuous improvement to meet future needs.

2) Server and Network Support

· Maintain all server and server related infrastructure; implement upgrades and renewals.
· Administration of Windows Server (Active Directory) and Exchange (current versions).
· Install and upgrade software via SCCM (System Centre Configuration Management) to servers and desktop clients and CDs; maintain servers; set disk space and printer quotas; create network shares, group policies and manage access rights; monitor system logs.
· Manage the structure of the school’s intranet, internet connections and website.
· Manage Cloud services and data access policies in a hybrid environment.
· Design and implement network infrastructure to meet the School's requirements.
· Manage and maintain active network components including switches, hubs, wireless provision, cable upgrades; install additional servers and upgrade the network operating system; set up disk caches and firewalls; maintain Internet filtering systems.
· Support VOIP communications.
· Manage remote access to the school’s network.



3) Desktop and Application Support

· Maintain, upgrade and repair (where possible) a wide range of PCs and peripherals, to include: desktop PCs, laptops, tablets, projectors, interactive whiteboards, touchscreens, printers, etc.
· Detect, diagnose and resolve PC, peripheral and application errors
· Perform advanced diagnosis procedures on PCs, peripherals and applications.
· Advise on compatibility of hardware, applications and operating systems, according to user requirements.
· Support all school software and web applications, to include: the School Information Management System (SIMS/FMS – technical only)); Microsoft 365 and the London Grid for Learning (LGfL).



4) Health and Safety

· Undertake risk assessments; implement and make modifications to relevant H&S procedures.
· Advise other staff of H&S aspects of proposed developments.
· Develop relevant H&S procedures and ensure that all ICT users follow appropriate practice.



5) Configuration, Installation and Asset Management

· Manage collection and storage of relevant asset and configuration data.
· Monitor and review school procedures for managing and recording installations and configuration changes.

6) Continuity, Maintenance and Security

· Analyse risks to key ICT systems and agree priorities; maintain and regularly review contingency plans for whole-school ICT systems and for technical support.
· Implement the school's backup, virus protection and security procedures, with reference to protecting hardware, data and confidential information.
· Regularly test the backup regimes.
· Manage all user logins and passwords in accordance with the school’s policies and needs.
· Liaise with the School Business Manager to ensure levels of compliance are met for data protection.

7) Support Request Management

· Act as third line support for a range of programs, escalating externally where required.
· Interpret detailed diagnostic information; monitor and manage server and cloud logs and use them to inform developments and support procedures; produce reports from support logs to provide basic management information on the volume and nature of requests.
· Prioritise resolution of problems and determine whether external support is required; allocate tasks between support staff, including recording requests, following up calls and implementing a maintenance schedule.
· Produce and analyse reports on support requests for management purposes; advise the school’s leadership team on possible training activities based on support log analysis.

8) Internal Support Arrangements and External Contracts

· Assess needs, define standards of service and recommend internal and external support arrangements and contracts required to deliver an effective ICT service in the school.
· Report on and monitor progress against agreed service levels (both internal and external); review contractual arrangements and address strengths and weaknesses.








9) Budget and Team Responsibilities

· Support the full range of financial planning for ICT, including purchase of larger items, and help to estimate future budget requirements.
· Manage the ICT support team’s workload and priorities; carry out annual performance reviews for other team members and negotiate specific personal development goals.

10) Professional Development

· Maintain and extend personal expertise in specific areas of ICT to provide appropriate advice and support.

11) Communications

· Conduct individual and group training on the use of ICT resources; document current policies and practice.
· Liaise with senior school staff and negotiate with suppliers and external contractors.
· Liaise with the Curriculum ICT Subject Leader and other subject leaders regarding provision and development of ICT across the curriculum.

12) Educational Awareness

· Read online and published materials about the educational use of ICT; attend relevant events.
· Regularly access key ICT education web sites to keep abreast of changes and developments.

EXPECTATIONS OF ALL STAFF (Teaching & Support)

· Support the Headteacher and SLT in creating a culture for learning, high standards of achievement and success for all the students. 
· Remember your duty of care for all the students in classrooms and around the buildings.
· Carry out all duties and responsibilities in accordance with the school’s Mission Statement, contents of the Staff Handbook, policies, current practice and your duty of care for the students’ well-being and safety; not to do anything to bring the name or ethos of the school into disrepute.
· Work flexibly as a member of a team, and undertake such other duties as may be required within the scope of this post.  
· Deal with enquiries efficiently and sensitively.   
· Ensure absolute confidentiality in all matters relating to the students, staff and school business.
· The post holder will ensure that the duties of the post are undertaken with due regard to the School’s Health & Safety Policy and to their personal responsibilities under the provisions of the Health & Safety at Work Act 1974 and all other relevant subordinate legislation.
· Attend and participate in relevant meetings, training, performance development and other activities as required.

SAFEGUARDING (CHILD PROTECTION)

The School is committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. The post holders responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible or with who s/he comes into contact, will be to adhere to 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 of welfare of children in the School, s/he must report any concerns to the School’s Designated Teacher.


NOTE

This job description should not be viewed as a comprehensive description of the post. Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  
Employees will be expected to comply with any reasonable request from those in a position of responsibility to undertake work of a similar level that is not specified in this job description.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the salary scale and job title.



Signature of Post Holder:	………………………		Date:	………………………

Signature of Headteacher:	………………………		Date:	………………………
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