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Commitment to Learning

High Expectations

All Can Succeed

Confidence and courage

Everyone valued equally

JOB DESCRIPTION 
Post Title

:
ICT Infrastructure and Data Manager 
Status


:
Permanent - Full Time 
Line M
anager
:
Assistant Headteacher 
Hours


;
36 hpw x 52 wpa

Allowance

:
SO2 (£31,548 - £33,291)
Review Date

:
January 2021 


PURPOSE: To provide an efficient and effective ICT Technical Support Service to the school, staff and students including

· Managing the ICT Infrastructure and Operations Team

· Overall responsibility for all ICT hardware and software, servers, storage management, security, disaster recovery and business continuity

· Project management which enables for strategic planning in the best use of ICT to meet the current and future needs of the school
· Ensuring all software licence agreements are up to date and practise conforms with the legal requirements of GDPR.
· Management of school website
· System administration within the school’s management information system.
· Ensure the legal requirements relating to ICT, Data and Copyright, and GDPR are adhered to through ensuring that our management information system is developed, improved and extended to serve the present and future needs of the school. This should include effective and efficient data management ensuring that all data provision is accurate, responsive and accessible.

DUTIES:
To manage the school network and control all technical aspects of the installation, configuration, operation, maintenance and development of the school’s ICT hardware, software and network infrastructure.
· Ensure that the school has up to date back up systems which ensure against data loss through error, malfunction or disaster
· Create, configure, administer and manage network systems using Progresso, RM Unify and CC4 to ensure user accounts ID’s and passwords meet the schools needs
· Liaise with manufacturers, suppliers and any other external support organisations to ensure effective operation of all ICT services
· Monitor system logs and taking appropriate action when required including referring any issues to third party support
· Implement a structured approach to rolling out new hardware or software over the network including testing. Following instructions to install and upgrade client and server applications.
· Produce, monitor and manage the three-year ICT strategic plan to meet the needs of the school. Effectively manage the ICT budget.
· Support the school administration team with the upkeep of Progresso offering guidance and assisting with data management
To ensure computer facilities are fully operational by:
· Setting disk space quotas for all users

· Creating and managing access rights for all users

· Detecting, diagnosing and resolving most PC, printer and peripheral device faults

· Identifying and addressing any application compatibility issues

· Monitoring RM Unify and ensure staff and students have 24-hour remote access to G-Suite

    applications

· Developing and adhering to a maintenance schedule for all school ICT equipment

· Liaise with the site staff to co-ordinate any new wiring, benching or physical installations

· Ensure the ICT inventory is kept up to date
· Ensure all ICT problems reported by staff and students are resolved within an acceptable timescale. End users should be kept informed of the progress via the helpdesk
· Ensure that daily IT damage checks are carried out and issues resolved by the end of the school day
· Ensure that agreed procedures regarding the use of ICT suites by staff and students are

     adhered to and that sanctions are implemented for misuse

To work under the general direction of the Assistant Headteacher:

· Familiarise themselves with all software packages used in school and develop training for

     staff when the need arises

· Working directly with the Assistant Headteacher to implement the three-year ICT plan

· Work alongside the Assistant Headteacher in the implementation of the whole school ICT

     Policy

· Oversee the maintenance and updating of the School’s website in collaboration with Senior

     Management

· Attending training and relevant CPD courses to keep abreast of ICT software and hardware

     technology and developments to ensure information is communicated to relevant staff

· To demonstrate a willingness to work flexibly, sometimes outside of normal core hours, in

     response to service demands as agreed with the School Leadership Team

· Complete administrative and managerial tasks relevant to the role of Network Manager

· Attend meetings and working parties as required

· Complete other reasonable tasks as delegated by the Headteacher, Line Manager or other

     senior members of staff 

· Prepare MIS for completion and submission of census returns
To act as the expert regarding the school’s Management Information System by:
· producing accessible data as required for the effective running of the school;  

· liaising with MIS provider to maintain, improve and develop the effectiveness and efficiency of MIS;

· consulting with the School Leadership Team (SLT) to develop the use of MIS to use data effectively;

· facilitating the import and export of data, providing detailed analysis and reports;

· ensuring in liaison with other members of staff, the completion of appropriate, accurate and timely data and statutory returns to the LA and DfE  including but not restricted to the Pupil Census returns, workforce census and tables checking exercise;

· developing and maintaining new reports and fields in MIS to enhance the monitoring of student progress and the progress of the School Development Plan;

· representing the school at meetings about data issues;

· training and supporting colleagues in the effective use of MIS;

· acting as the school’s Data Protection Officer;

All Chace staff will:



· promote equality of opportunity and regard;

· follow Safeguarding guidelines and Child Protection policy/procedures;  

· contribute to producing/delivering priorities in the School Improvement Plan;

· keep Chace and their own performance under review, contributing to monitoring, evaluation and review and participate in performance management/appraisal;

· promote positive attitudes and behaviour;

· contribute to the smooth day to day running of the school;

· be committed to achieving the school aims;

· be a lead learner;

· work to develop Chace as a successful inclusive learning community;

· respond promptly to concerns from parents, staff or students;

· promote the school in the community;

· work in partnership with all colleagues including the Governing Body;

· support Codes of Professional Ethics/Safe Practice in the Staff Handbook

· have regard for and act in accordance with Health and Safety policy/practice;

· celebrate success of students and staff;

· support school events including those organised by the PTA.

The duties of this post determine that the post holder is designated a Display Screen Equipment (DSE) User within the terms of the Health and Safety (Display Screen Equipment) Regulations 1992.


At Chace Community School we share a strong commitment to learning.  We have high expectations of all students.  We aim to provide a high quality, challenging, broad and balanced education within a supportive pastoral system, in an inclusive, calm, purposeful and caring, learning environment.  We work in partnership with parents, valuing their support to encourage students to make the most of their educational opportunities at Chace.   We believe that all can succeed and improve on present best.  We are always proud to celebrate our students' achievements.  We are determined to enable our students to become responsible, independent, thoughtful adults who have the confidence and courage to enjoy the challenges of learning at Chace where everyone is valued equally, and to be successful in their future lives.





All schools in Enfield are committed to safeguarding and promoting the welfare of children and young people and anyone applying to work in our schools is expected to share this commitment. All appointments are subject to satisfactory pre-employment checks, including satisfactory enhanced criminal records with Barred List check through the Disclosure and Barring service





Aiming to be the best we can be








