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  JOB DESCRIPTION

	Post:
	ICT Manager

	Grade/Salary
	Starting Salary £45,000 scale to be agreed according to Qualification and Experience

	Hours per week:
	37

	Working Weeks: 
	All Year Round

	Reporting to:
	CEO

	Leave Entitlement:
	24.5 days per year rising to 29.5 days after 5 years continuous service.




JOB PURPOSE
Responsible for the management, installation, maintenance, availability and security of the curriculum and administrative ICT network, including the hardware and software infrastructure.  Take an active role in our ICT provision as we grow our multi-academy trust.	

OBJECTIVES
· To ensure that the integrity of the ICT infrastructure in maintained.
· To ensure the smooth running of the ICT Support Service.
· To support the delivery of ICT across the curriculum
· To advise staff on emerging technologies as appropriate.
· To contribute to the vision of the ICT development.

DUTIES AND RESPONSIBILITIES
· Management of the network infrastructure, servers, workstations and software.
· To ensure that client’s ICT support requests are dealt with effectively.
· Management of the ICT cost centres.
· Identify, plan and cost future development and upgrades to the ICT infrastructure.
· Design and development of ICT-based administrative processes and procedures.
· Leading the use of the ICT Network for BMS, security, AV, telecommunications.
· To lead and manage the ICT staff team.

SPECIFIC RESPONSIBILITIES INCLUDE:
· Line manage the ICT Support Staff.
· Management of the curriculum and administration networks including Management Information Systems (MIS).
· Identify, plan and cost all future developments and upgrades of the ICT infrastructure.
· Liaise with appropriate suppliers regarding purchasing requirement and licencing.
· Manage MIS applications and user accounts.
· Ensure data protection applications are current and within the requirements of the Act.
· Responsibility for back-up systems and disaster contingencies as they affect the administration and curriculum networks.
· Advise the Senior Leadership Team on emerging technologies as appropriate.
· Advise the Senior Leadership Team on the implementation of ICT policies and procedures.
· Provide in-house training as appropriate to ICT support staff.
· Arrange for the repair of hardware faults with outside agencies.
· Liaison with appropriate outside agencies.
· Manage the installation of all new computer hardware including wireless, fibre optic, networks and external projects, as required.
· Manage and implement the installation of all new computer software as required, enabling the delivery of ICT to all curriculum areas.
· Arrange annual inspection and safety testing of computer equipment.
· Manage the day-to-day maintenance of the school’s computer systems, including
· Network user database and password allocations
· Management of internet filters.
· Responsibility for all planned ICT works and to liaise with external contractors.
· Manage appropriate technical support to curriculum and administration networks. 
· Assist staff with ICT related problems.
· Responsibility for maintaining the school’s computer inventory, insurance list and computer audit.
· Support as required with the management of Trust websites.
· Administration of the email system.
· Ensure that all ICT requests entered to the Helpdesk management system are processed in a timely manner and staff kept up to date with progress. 
· Creation of ICT Support Manuals to assist staff in the basic elements of ICT.
· Liaise with appropriate staff on new ICT projects.
· Advise staff in the best use of ICT for the required project.
· Project manage all school ICT installations.
· Liaise with contractors in conjunction with the Site Leader (where appropriate) for new-build or refurbishment projects
· Create, develop and maintain the school internet and intranet sites.
· Respond to specified requests from the School Leadership Team for the design and development of administrative processes and/or procedures.
· Manage remote access for staff.
· Management of peripheral equipment such as scanners, printers, projectors etc. 

ADDITIONAL DUTIES
· To play a full part in the life of Sand Academies Trust, to support its distinctive aims and ethos and to encourage students to follow this example.
· To participate in induction training, staff review processes and professional development opportunities.
· To comply with any reasonable request from line manager to undertake work of a similar level that is not specified in this job description.
· To undertake professional duties that may be reasonably assigned by the CEO.

HEALTH AND SAFETY
· It is an employee’s responsibility to take reasonable care of themselves and others and anybody affected by their undertaking including any act(s) or omissions.
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
· The Trust Board is committed to safeguarding and promoting the wellbeing of children, young people and staff.  The expectation is that all staff will share this commitment.
· The Trust 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 CEO to reflect or anticipate changes in the job commensurate with the grade and job title.












ICT MANAGER
PERSONAL SPECIFICATION
	Criteria
	Essential
	Desirable

	
Qualifications 
	
· 5 GCSE’s including English and Maths
· High level of literacy and numeracy
· Ownership and commitment to continuous learning and development

	
· Recognised IT Qualification
· Degree/NVQ Level 4


	
Experience
	
· Significant experience of managing ICT provision with an organisation (preferably in a Trust/School setting). 
· Proven track record of ICT project management and change management. 
· Demonstrable knowledge of current technologies and best practice including web technologies, LAN, VLAN, WAN, think client and virtual technologies.

	
· Experience of working within an educational context.
· Can evidence strong communication skills in a professional context with young people and colleagues.

	
Knowledge and Skills 
	
· Ability to prioritise work effectively.
· Ability to critically evaluate information.
· Ability to work flexibly to meet deadlines and respond to unplanned situations.
· Ability to respond positively to and actively support Senior Management within the MAT
· Experience in the line management of staff.
· Able to lead, develop and motivate a team of staff, delegating duties as required.
· Ability to work as part of a team.
	
· Experience of working with FMS, IMS, Safeguarding and Behaviour software.

	Personal Qualities 
	· Able to maintain confidentiality in all circumstances.
· Proactive approach to work, being responsive, empathetic and supportive to all within the MAT.
· Able to establish effective relationships with those working in the MAT
· Ability to build and form good relationships with colleagues and students.
· Understand the importance of physical and emotional wellbeing of staff and pupils.
	· Able to contribute new ideas and ways of working (Highly Desirable)
· Creative
· Personable
· Driven 
· Determined.
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