Job Title: Network Manager

Scale/point:

Hours: Full-Time

Responsible to: Director of IT

Job purpose

To work with the school’s leadership team to deliver a safe, effective ICT resource for use by pupils and staff.

To define and manage the school’s ICT support service.

To develop the school’s ICT resource and ICT support service in line with the school’s educational objectives.

To ensure that legal and contractual obligations relating to ICT resources, systems and services are met.

The installation and maintenance of the school’s ICT resource

1) Desktop & Application Support

Perform advanced diagnosis procedures on PCs, peripherals and applications.

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

2) Server & Network support

Maintain the school’s intranet and web site by uploading pages and files.

Design and implement network infrastructure to meet the school's requirements.

Manage active network components including switches, routers and bridges; install additional servers and upgrade the network operating system; set up disk caches and firewalls; maintain Internet filtering systems.

Manage remote access to the school’s intranet.

3) Health & Safety

Actively monitor school, LEA/LA and legal requirements for H&S.

Develop relevant H&S procedures and ensure that all ICT users follow appropriate practice.

The support and management of the school’s ICT service

4) Configuration & Installation

Design, implement, monitor and review school procedures for managing and recording installations and configuration changes.

Design and implement the school policy on asset disposal.

5) Continuity, Maintenance & Security

Analyse risks to key ICT systems and agree priorities; maintain and regularly review insurance cover and contingency plans for whole-school ICT systems and for technical support.

Design and implement the school's backup, virus protection and security procedures, with reference to protecting hardware, data and confidential information.

6) Support Request Management

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

Provide second level of in-school support for more complex requests.

Set support priorities, balancing response to support requests with need to follow planned monitoring and maintenance, in the context of staff availability and wider ICT service demands.

7) Internal Support Arrangements & 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 school.

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

The development of the school’s ICT service

8) Strategy & Planning

Plan for major developments of the ICT service and project manage their implementation.

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

9) Budget & Team Responsibilities

Develop ICT financial management processes and procurement policies with reference to school and authority procedures; manage tenders for ICT resources and advise on the appropriate use of national and local framework contracts.

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

Personal qualities

10) Personal ICT development

Maintain and extend personal expertise in specific areas of ICT to provide appropriate advice and support.

11) Communications

Conduct training on appropriate use of ICT resources; document systems and procedures.

Attend the school’s leadership team meetings where the ICT service is discussed; advise senior staff and governors; negotiate with suppliers and external contractors.

12) Educational Awareness

Regularly access key ICT education web sites to keep abreast of changes and developments.

The post holder will be expected to carry out such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

