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Job Description

Job Title		-	IT Manager

Reports to		-	Director of Operations

Responsible for 	-	IT Technicians (currently three)

Purpose of job

To manage the Royal Russell School IT ecosystem, ensuring a reliable and robust network that fully supports outstanding teaching and learning.  To provide measured advice on the strategic development of Royal Russell’s future IT provision, contributing to the School’s evolving digital strategy, whilst leading the implementation and development of IT projects in line with the overall IT strategic plan.

Main duties and responsibilities

1. To take responsibility for the day to day line management of designated staff, to ensure they have clear expectations of their roles and that high performance standards are achieved and maintained.

2. To contribute to the development of future IT needs of the School, working closely with ICT Strategy Committee members.

3. To support the School to embed technology into the teaching, learning and assessment process, and to inspire staff and students in the creative possibilities for technology across the curriculum.

4. To work with the e-Learning and e-Safety staff in promoting and developing the safe use of technology in the classroom by supporting them in developing and delivering lessons in which technology is an integral part.

5. To maintain and develop the School’s learning platform, Firefly, and to advise on how to maximise its use in delivering the curriculum as well as in communication and administration.

6. To ensure that the School’s management information system (iSAMs) meets the needs of all sections of the School community.

7. To oversee the use, development and integration of the various web portals, databases and other systems used by the School (e.g. MyConcern, Firefly, iSAMs, RR People), with the aim of building a cohesive information and communication resource within the School that is GDPR compliant.

8. To ensure the effective management of a fast-running, reliable computer network that will offer a quality platform to support teaching and learning, as well as the wider administrative and managerial needs of the School.

9. Ensure that high levels of service are maintained at all times by the IT Support department, the Helpdesk is operated effectively and within agreed timescales.  Work with the team to maintain high standards on response and resolution times.

10. Ensure network security is monitored and action is taken to resolve possible exploits. This would include a holistic understanding of firewall configuration, switch security, anti-virus software, device access passwords, file and folder security, database security, AD user accounts and groups etc.
11. To investigate, recommend, procure and support all new technologies that the School requires to implement and that may involve the use of IT or network systems.

12. To ensure compliance with all IT-related legislation, including matters related to information security and the use of software licences.

13. To monitor and check that reliable back-up system and disaster recovery procedures are in place, to continually meet the needs of the School.

14. To work closely with members of the Senior Leadership Team to diagnose training needs and ensure the delivery of a programme of training for staff.

15. To communicate IT strategy to staff, providing guidance and assistance as required so that users feel confident and secure and are able to put the School’s IT provision to best use. 

16. Following consultation with senior staff and, in particular, with the Director of Operations, draw up the proposed annual IT budget, recommending the priorities for spending and investment over the short, medium and long term.  To effectively manage the IT budget.

17. To successfully manage all IT projects so that they are delivered on-time and within budget.

General Responsibilities:

· Ensure the safety and well-being of children and young people at the School by adhering to and complying with the School’s Safeguarding (including Child Protection) Policy and Procedures at all times
· Display correct staff identification at all times whilst on site
· Attend training and staff INSET sessions organised by the School to provide a consistent approach across the entire school staff population
· Attend Royal Russell Day and Open Day as required.
· Adhere at all times to Health and Safety legislation, and all departmental policies and procedures, to ensure their own safety and that of colleagues, pupils and visitors
· Carry out any other reasonable duties as requested by the Headmaster or members of the Senior Management Team.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all possible job responsibilities, tasks, and duties. The job holder’s actual responsibilities, tasks, and duties might differ from those outlined in the job description, and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.
		





Person Specification

The person specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively.  Please ensure that your application demonstrates how you meet the essential criteria.  You will be assessed by your completed Application Form and personal statement (A), at interview (I) and in some instances by an exercise (E) or Task (T).

	Requirements
	Essential / Desirable
	Measured by A, I, E

	Education and Qualifications
	· Degree educated with relevant further professional development or qualifications
	D
	A

	Knowledge and skills
	· Excellent, practical and up-to-date knowledge of IT practice
· Knowledge in all basic areas of an IT provision
· Skills to provide advice and guidance to fellow IT professionals
· Understanding of GDPR requirements
· Knowledge of the following applications:
· Microsoft suite of packages
· SQL
· ODBC
· iSAMS
· WCBS PASS
· Select HR
· Microsoft SQL Server Reporting Services (SRSS)

	E

E

E

D

D
	A / I

A / I / E

I / E

I / E

A / I



	Experience
	· Significant IT experience in a senior role with line management responsibilities
· Proven record of project planning, development and delivery
· Proven record of successfully managing substantial budgets
· Proven experience in managing a small team of staff
· Experience within an educational or charity environment 

	E

E

E

D

D
	E

A / I

A / I

A / I

A/I

	Personal competencies and qualities
	· Good communication and interpersonal skills
· Client focussed, with the ability to influence staff at all levels
· Ability to build effective working relationships at all levels
· Ability to think strategically and plan practically
· Ability to work on own initiative, plan, prioritise, coordinate and lead
· Ability to develop new systems and processes to improve efficiency
· Sound knowledge GDPR
· An eye for detail and the ability to see complex projects through to completion

	E
E

E

D


E

E
D

E
	I
A/I

I

I/E


I/A

I
I

I

	Other requirements
	· The post holder will promote and safeguard the welfare of children, young persons and vulnerable adults

	E
	I




Additional Information

· Annual salary: c£50,000 pa (according to experience and qualifications, more may be payable to an exceptional candidate).
· Permanent Appointment.
· [bookmark: _GoBack]Full-time equivalent 30 days’ paid holiday entitlement per annum (3 days of which to be taken at Christmas), plus public holidays.
· All posts are subject to the receipt of a satisfactory enhanced DBS certificate, references, medical checks, proof of identity and copies of qualifications. 
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