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	Job Title:
	ICT Network Manager (Full Time, Permanent)

	Department:
	IT & Facilities

	Reports to:
	Facilities Manager

	Line Management Responsibilities:
	ICT Administrator

ICT Support Technician


	Context

	ArtsEd is a national centre of excellence for the study of performing arts, with its origins in schools founded in 1919 by Grace Cone and in 1922 by Olive Ripman. The Cone and Ripman schools were pioneers in providing suitably talented children with a general academic education in conjunction with specialised training in dance, drama, music and art, preparing young men and women for professional careers in or connected with the theatre. In 1939 the two schools amalgamated to become the Cone Ripman School. Today, known as ArtsEd we continue to support a world–renowned, co–educational, independent, vocational education for pupils aged 11–18 within our Day School; as well as professional conservatoire training within the School of Musical Theatre offering a BA and MA in Musical Theatre and School of Acting offering BA and MA degrees in Acting.  All of our degree courses are validated by City, University of London.  There is also a wide ranging programme of part time courses for all ages.



	Purpose of the Role

	To provide a Network Management service and manage ongoing projects and developments for the School, leading the ICT team.  This will include providing a proactive support service as well as diagnosing and fixing of various day-to-day ICT System issues including server management, device/printer problems, managing users and systems, etc. The person will manage the local Service Desk and ensure that they prioritise issues that affect Teaching and Learning, and escalate where required.


	Principal Accountabilities 

	Leadership & Policy

· Support and develop the vision for technology and strategic planning

· Chair the ICT Committee (4 committee meetings per annum)

· Update the ICT Strategic Plan
· Report ICT to the Board annually 
· Develop and update ICT policies

· Develop and manage the ICT budget

· Seek feedback with regards ICT strategy from all stakeholders including students, staff, parents and the Board through feedback forms, forums and ICT Rep meetings

· Liaise with HR in relation to Recruitment and Induction of new staff across the School to assess and develop ICT skills 

· Ensure that staff and students understand e-Safeguarding Policy and Practice so that good and safe practice is evidenced throughout the school; train and support staff and students to understand their digital footprint, e-safeguarding issues, and e-safety strategies 

· Promote activities and outcomes of the ICT initiative to internal and external stakeholders 

Infrastructure and Services

· Review and redesign the current ICT network facilities and infrastructure to improve standards, performance and reduce risks in light of GDPR
· Review and monitor the School’s service agreement with Systems IT
· Oversee security of data across the network and protect the network from external threat
· Monitor and manage CCTV in relation to GDPR

· Manage the ICT Helpdesk to ensure support across the whole school, providing a ‘user centric’ approach, offering excellent service and driving innovation 

· Oversee segregation of Network (Wireless, Guest Wireless, Endpoints, Servers etc.) and captive firewall portal
· Consult regularly with all departments to identify ICT needs, solutions and procurements

· Manage Sophos web filtering

· Collaborate with HR to ensure availability of and to create a schedule for ICT training programmes across the School for staff
· Produce ICT reports for governance and stakeholders

· Create and manage extranet 
· Review email service and enable cloud-based service

· Manage BYOD program

· Maintain and manage asset management system to inform ICT budget and infrastructure replacement program
· Review and develop Student Information System across the School 
Learning, Teaching and Assessment

· Plan, deploy and build awareness of G Suite and Office 365 to staff and students
· Create and manage a Learning Platform to support learning, teaching, and assessment in ICT
· Create, implement and support a curriculum that uses mobile apps and mobile-friendly websites

· Manage pilot programme of new technology with teachers

· Together with HR, support the Professional Development of teachers in relation to ICT and its integration, to ensure teachers make use of ICT as an integral part of learning, teaching and assessment across all curriculum areas
· Support the curriculum in relation to students capability and understanding of e-safety
· Promote and build an awareness of online and blended learning and Technology Enhanced Learning instruction design methods

· Develop the use of green screen technology

Administration

· Procure and manage Student Information System (HE) within agreed budgets

Professional Development and Communication

· Engage staff in a professional development programme via collaboration with the ICT department, Super Users, and HR

· Deliver Student Information System training and provide support for the system across the School  

· Provide both group and one-to-one instruction to end users 

· Undertake professional development and attend training as requested to continually develop skills to successfully fulfil the role
· Stay abreast of changes affecting ICT in education


	Person Specification 

	Experience of:-
· Project management 
· Implementing new technologies 
· Network administration and support (in an Educational environment is desirable)
· Managing and developing an ICT team 

· Managing ICT infrastructure and helpdesk
· Managing ICT documentation such as asset register and maintenance schedule

Qualifications:

· Educated to degree level or relevant experience

· CITP status (preferred)

· Evidence of Continued Professional Development

Knowledge:
· Microsoft; Apple iMac / Macbook hardware and a range of specialist software; Smart IWB’s

· Educational IT Programmes including Sibelius, Photoshop, and Final Cut Pro

· GDPR and its implications for ICT (ideally in an educational setting)
· Active Directory/Group Policy

· Desktop deployment (Operating Systems used / planned)

Personal Qualities:
· Ability to communicate across a range of levels and departments including with students, staff, senior staff and at Board level
· Excellent verbal and written communication skills

· Ability to build trust with students and colleagues and amongst senior colleagues
· Excellent ICT trouble-shooter

· Positive outlook and attitude when dealing with staff/students even in busy situations

· Flexible approach

· Self-motivated and ability to motivate others

· Ability and willingness to impart knowledge on others
· Extremely well organised and able to shift priorities and plan effectively

· Has a supportive, willing and can-do attitude
· Is professional, co-operative and flexible in line with changing needs of the post and the school

	Additional Information

	· The post holder must at all times carry out their responsibilities with due regard and adherence to all ArtsEd’s policies and procedures
· Artsed is committed to the safeguarding and welfare of all pupils and students and expects all staff to share this commitment 

· The post holder must respect the confidentiality of data stored electronically and by other means in line with GDPR. 

· The above list is not exhaustive and the post holder will be required to undertake such duties as may reasonably be expected within the scope and grading of the post.
· Job descriptions are reviewed and updated regularly and the post-holder is expected to engage in this process


