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Dear Applicant,
Thank you for expressing an interest in the post of ICT Systems Manager at The City Academy, Hackney. We are achieving exceptional results to match our status as an outstanding school. In 2018 74% of our students achieved five or more 9 – 4 GCSE grades with English and mathematics, and 53% achieved the English Baccalaureate. This has been achieved in an academy with levels of attainment below the national average on entry, and over 68% are entitled to pupil premium. We have also just received our third set of A Level results, with 68% of exams awarded A* - C grades, and all students securing either a university place or high quality apprenticeship.

This is an exceptional school with high expectations, tight discipline and an exciting curriculum. It is a place where teachers gain experience in a high achieving environment which enables them to quickly develop their practice and progress in their career. I can promise you that this will be one of the most rewarding places to work and that aside from the intrinsic challenges and rewards this post offers, there are many other benefits for staff who work for us. We are committed to creating a professional and supportive workplace for our staff.

We want you to look forward to each day at the academy. We expect hard work, skill and dedication to our ethos, and in return we will provide an excellent working environment, competitive rates of pay and an excellent benefits package. We will also provide outstanding experiences and training opportunities, and simply having worked in our school at some time in your career will enhance your curriculum vitae.

If you feel that you can make a positive contribution to our academy, please apply online via our website, www.thecityacademy.org. I look forward to reading your application.

Should you have any queries, please do not hesitate to contact me.

Yours faithfully,

[image: image2.png]



Mark Malcolm 

Principal

Please note applications must be received by 9am on Friday 14th December, 2018
Interviews are being held on Tuesday 18th December.
	Job description

	

	Post:
	ICT Systems Manager

	Grade
	Local Government Pay Scale PO4 Point 41 - 44

	Responsible to:
	Vice Principal – Resources

	Responsible for:
	Strategically managing the development and maintenance of an efficient ICT infrastructure and technical service, including the procurement, deployment and implementation of the Academy ICT Resources and management of outsourced contracts.


Principal Accountabilities

The duties outlines in this job description are in addition to those covered by the latest Local Government Pay and Conditions Document. It may be modified by the Principal, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title.

Main Activities and Responsibilities

Main duties and responsibilities are indicated here.  Other duties at an appropriate level and nature may also be required and will be negotiated.

1.  Role

· Develop the Academy’s ICT resource and ICT support service in line with the Academy’s educational objectives
· Work with the Academy’s leadership team to deliver a safe, effective ICT resource for use by pupils and staff

· Monitor, Manage and plan changes in the Academy’s ICT resource for safe, effective use of pupils and staff

· Installation and maintenance of the Academy’s ICT resource 

· Oversight of external ICT suppliers and contractors according to specific service level agreements and key performance indicators 

· Develop and manage a high specification and reliable LAN/WAN

· Identify suitable network management tools that can support the service

· Maintain a documented network change management system

· Implement the Academy’s Learning Platform

· Define procedures and provide technical support in line with the Academy’s ICT support definition

· Evaluate the latest technology and systems in line with their use in the Academy
· Process of ensuring legal and contractual obligations relating to ICT resources, systems and services are met.

· Strategic development and maintenance of systems to support effective educational administration, data management and support systems.

· Develop a ‘customer service’ ethos within the team, and ensuring an effective help desk service is delivered to staff and students.  

2. Development and implementation of ICT Strategy and Planning policies.

· Maintain an overall view of the capabilities of the Academy’s ICT service and contribute to continuous improvement to meet future needs. 

· Identify software, hardware and working practices required to fulfil functional specifications. 
3. Desktop and Application Support 

· Oversee the maintenance in upgrade and repair of a wide range of PCs and peripherals, installing and completing applications. 

· Advise on compatibility of hardware, applications and operating systems according to user requirements.

· Manage and provide 3rd Line support to escalated technical issues.

4. Server & Network support

· Manage the provisioning of latest Windows Server administration and support, i.e. Updates, upgrade, monitor performance and fix issues.

· Manage the provisioning of administration and support for the VMware Hypervisor platform for the virtualised Windows Servers Infrastructure.

· Manage the provisioning of support in the administration of the Backup and Data Recovery procedures.

· Manage the provisioning of Administration and Support in Windows Active Directory, Group Policy Security

· Manage the provisioning of Administration and Support in Exchange 2007 On-premise e-mails Service and Exchange 2013 and migration to new systems.

· Manage the provisioning of Office 365 and other cloud based systems (Azure)

· Manage the provisioning of Administration and Support on Network Switch and Wireless Infrastructure

· Ensure appropriate change management procedures are applied in implementation of maintenance tasks on server and network infrastructure.

· Manage the provisioning of Administration and Support on Citrix Xendesktop Remote Desktop Infrastructure.

· Ensure appropriate security and protection of servers and networks are in place.
5.
Health & Safety
· To advise on and manage the monitoring of health and safety and audit checks including electrical testing, warranties, licences and risk assessments
6. 
Configuration, Procurement, Commissioning and Installation

· Lead in the Evaluation, procurement, commissioning and configuration of ICT systems, networks and End User equipment and AV systems;.

· Plan, record and implement changes to hardware and applications.

· Design, implement, monitor and review Academy procedures for managing and recording installations and configuration changes

7.
Continuity, Maintenance and Security

· Analyse risks to key ICT systems and agree priorities; develop recovery procedures for key ICT systems; maintain and regularly review warranty cover and contingency plans for whole school ICT systems and for technical support

· Design and implement the Academy’s backup, virus protection and security procedures, with reference to protecting hardware, data and confidential information

· Develop and document a maintenance schedule; manage efficient implementation of ICT Services and Equipment lifecycle renewal program.

· Lead in ensuring GDPR compliance across all systems, ensuring appropriate procedures, processes and disclosures

8.
Support Management
· Establish and implement an effective in-house/outsourced system to respond to support requests according to Academy’s procedures, recording detailed diagnostic information and using appropriate

knowledge bases/logs to inform diagnosis and resolutions

· Ensure systems are in place to prioritise problems and determine if external support is required. 

· Produce and analyse reports on support requests for management purposes; advise the Academy’s leadership team on possible training activities based on support log analysis

· Allocate tasks between support staff, including recording requests, following up calls and implementing a maintenance schedule. 

9. 
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 Academy.

· Report and monitor progress against agreed service levels (both internal and external); review contractual arrangements and address strengths and weaknesses

· Assist Academy managers in defining appropriate support service definition and support arrangements; collate data to inform review processes.

· Interpret and report external service response data and provisionally assess effectiveness.

10. 
Budget and Team Responsibilities

· Be responsible for strategic business and financial planning to ensure that the ICT service meets the Academy’s vision and needs, including accountability for the ICT budget in conjunction with the Academy Senior Leadership Team

· Develop ICT financial management processes and procurement policies with reference to Academy and authority procedures;

· Manage tenders for ICT resources and advise on appropriate use of national and local framework contracts.

· Manage the ICT support team’s workload and priorities; carry out annual performance management reviews for other team members and negotiate specific personal development goals

· Maintain an up to date asset management system which adequately monitors and controls use of all ICT resources

10.
Communication
· Manage routine contacts with external contractors and suppliers

· Conduct individual and group training on the use of ICT resources; document current policies and practice

· Liaise with senior staff and negotiate with suppliers

· Attend ICT meetings and report to senior staff/ governors

11.     
Education awareness
· Allocate tasks between support staff, including recording requests, following up calls and implementing a maintenance schedule. 

Standards/ Quality Assurance and Additional Responsibilities

· Support extended day activities to enhance pupils learning experiences.

· Adhere at all times to professional business standards of dress, courtesy and efficiency in line with the ethos and specialism of the Academy.

· Attend and participate in open evenings and pupil performances.

· Uphold the Academy’s behaviour code and uniform regulations

· Participate in staff training and development

· Attend team and staff meetings

· Develop links with Governors, LEAs and neighbouring schools/ Academies.

Key Organisational Objectives

The Postholder will contribute to the Academy’s objectives in service delivery by
· Following Health and Safety requirements and initiatives as directed

· Ensuring compliance with Data Protection legislation

· The Academy is committed to safeguarding and promoting the welfare of children and young people and we expect all staff to share this commitment. 

· At all times operating within the school’s Equalities policies.

· Commitment and contribution to improving standards for pupils as appropriate

· Fulfilling the role of Student Personal Adviser and /or mentor if required

· Adopting Customer Care and Quality initiatives

· Contributing to the maintenance of a caring and stimulating environment for young people

Conditions of Service:

Governed by the National Agreement on Pay and Conditions of Service, supplemented by local conditions as agreed by the Trust.

Special Conditions of Service
Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended.  Candidates are required to give details of any convictions on their application form and are expected to disclose such information at the appointment interview.

Because this post allows substantial access to children, candidates are required to comply with departmental procedures in relation to Police checks.  If candidates are successful in their application prior to taking up post, they will be required to give written permission to the Department to ascertain details from the Metropolitan Police regarding any convictions against them and, as appropriate the nature of such convictions.

Equal Opportunities

The postholder will be expected to carry out all duties in the context of and in compliance with the Council’s Equal Opportunities Policies.

Date of issue:

………………………………

Signature of Post holder:
………………………………

Signature of Principal:
………………………………

	
	Essential
	Desirable

	Qualifications
	
	

	Educated to Degree level or equivalent
	
	(

	Combination of VCP, MCSE, MCITP and CCNA or equivalent
	(
	

	Knowledge or certification of a Project or Service Management Qualification (ITIL, Prince2)
	
	(

	Experience
	
	

	Ability to create a coherent education strategy 
	(
	

	Implement IT to raise achievement and as a management tool.
	
	(

	Five years network management experience
	(
	

	Knowledge and experience of WAN
	(
	

	Experience in support and maintenance of Windows Desktop and Server operating systems
	(
	

	Experience in support and maintenance of MS Exchange/Office 365 
	(
	

	Experience in Database server technologies
	(
	

	Experience of Citrix Xendesktop and VMWare 
	(
	

	Software – Education software
	
	(

	Internet and email management
	(
	

	Network monitoring and diagnostic tools
	(
	

	Working in the Education sector
	
	(

	Experience in Data Protection (GDPR) and eSafety methods
	(
	

	A record of continuous professional and career development
	(
	

	Skills
	
	

	Personal
	
	

	Must be well organised
	(
	

	Dependable, reliable and accountable for own behaviour
	(
	

	Conveys information clearly, accurately and adjusts to the audience’s needs and requirements
	(
	

	Deliver results
	(
	

	Excellent communication and organisational skills
	(
	

	Ability to work hard under pressure while maintaining a positive, professional attitude
	(
	

	Ability to organise and prioritise workload and work on own initiative
	(
	

	Good Interpersonal and communication skills
	(
	

	Time management skills
	(
	

	Commitment to personal career development
	(
	

	Accuracy and attention to detail
	(
	

	Team Player
	(
	

	Motivates and inspires others
	(
	

	Knowledge and Understanding
	
	

	Effective strategies for supporting staff to improve ICT and systems
	(
	

	Equal Opportunities
	
	

	Understanding of different social backgrounds of pupils
	(
	

	Understanding the needs of pupils and the appropriate policies and strategies to support them
	(
	

	Understand the needs of bilingual pupils
	(
	


The City Academy ICT Service will include:

· Network

· Servers

· Workstations

· Phone system

· CCTV

· Access Controls

· Biometric systems

· Audio/ Visual systems

· Reprographics (Printing facilities and copiers)

· Technicians
The City Academy, Hackney
ICT Systems Manager
Local Government Pay Scale PO4 Point 41 – 44 £40653 - £43503
If you want to be the best, then you should probably join us

Students in the academy routinely make more progress than almost any other school Progress 8 is consistently above 1.00 which indicates that students achieve a grade better for each of their best 8 GCSE’s compared to the average. In 2017 the progress 8 score was 1.07. That is great news for our students, the academy and our community, but there is so much more that we know can be achieved and you can help.

We have a relentless ambition to deliver continuing success to the young people we serve. Our approach is based on very simple principles: clear systems and extremely high expectations. We focus on the development of our students, their values and ultimately their academic success. We maximise the impact of teaching by providing clear leadership, minimising bureaucracy and effective support that have tangible results on the quality of teaching and outcomes for our students.

This is a fantastic opportunity for you to shape the lives of young people in Hackney. If you think you can help transform the opportunities for the community we serve then we would like to hear from you.

The City Academy, Hackney is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. An enhanced DBS check is required for all successful applicants.

Please note applications must be received by 9am on Friday 14th December, 2018
Interviews are being held on Tuesday 18th December.
