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JOB DESCRIPTION

IT NETWORK MANAGER – FULL TIME
Harrogate Ladies’ College is a school providing an all-​round, high quality academic education for girls and boys between the ages of 2 and 11 and for girls only between the ages of 11 and 18.
The College, or HLC as it is usually known, is made up of three constituent parts:

· Bankfield, our pre-​prep for girls and boys aged 2 – 4; 

· Highfield, our junior school for girls and boys aged 4 – 11; 

· College, our girls’ only 11 – 18 boarding/​day school. 

The School site comprises 22 acres within the highly desirable and very attractive Duchy of Lancaster estate in Harrogate, just a few minutes’ walk from the town centre.  

The HLC Network fibre connects the whole campus to our RM CC4 system of some 260 PCs and nine servers plus student laptops in boarding houses and studies.  HLC is undertaking a major project to upgrade and virtualize its core services in July 2012.
Role of IT Network Manager
The purpose of the role is to provide:

a. Strategic leadership of the IT systems developing a comprehensive strategy to meet the long term information needs of the school
b. Strong working relationships with both internal users (academic, support staff and pupils) and external providers
c. Efficient and supportive service to all users of IT
d. Leadership, coordination and maintenance of the IT Service Department and of the School’s IT, communication, printing and audio-visual assets
e. Management of all IT systems projects to meet users’ needs and expectations on time and within budget
Reporting to:

Director of Finance
Responsibilities:

Strategy

· Contribute to strategic planning regarding the future of information systems across the School 

· Keep abreast of best practice in the world of software, hardware, communications and education, to inform strategic thinking 

· Make submissions and report to the Senior Management Team as required
· Seek continually to improve IT services and productivity in the School in a cost effective way
IT and Audio-visual services

· To define procedures and provide advanced technical support in line with the school’s IT support service and to manage appropriate records of support requests

· Ensure the continuous availability of all IT systems throughout the year for School and connected organisations.  As an independent boarding school, we need to maintain uninterrupted access 24 hours a day 365 days per year
· Provide a prompt and efficient support service to users of IT, communications, printing and audio-visual services

· Fully understand user needs and translate these into workable solutions within normal budgetary constraints
· Deliver development projects within specification, on time and within budget.

· Lead and motivate the IT Network Assistant, ensuring an IT team with appropriate knowledge,  experience, and dedication 
Relationships

· Create strong internal relationships through continuous liaison with users, both academic and support staff and pupils.

· Ensure cost-effective purchasing of equipment, software, consumables and services from suppliers. Liaise closely with the Estates and Finance Departments.

Security

· Ensure the security of all electronic data through back-up, recovery procedures, virus protection, password, firewall and policy management.

· Ensure the security and recording of all IT assets (computer, printing and audio-visual).

· Ensure proper application and recording of all licences.

· Follow relevant H&S procedures and raise awareness among staff, students and other users of any appropriate issues which arise

Budgets

· Manage the IT Systems Department’s budget and advise the Director of Finance on the School’s annual IT Capital budget.

Other

· Any other tasks delegated by the Director Finance, Estates manager or the Headmistress, as appropriate.

· Attend relevant courses and actively seek to broaden knowledge and skills relevant to responsibilities.

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

· Attend the appropriate schools’ senior management teams meetings where the IT service is discussed.

Qualification and Personal Attributes

The following list of attributes is not exhaustive but provides the basis for selection:

· Sound technical knowledge of IT systems and dealing effectively with contractors, suppliers, consultants and the in-house team.

· Excellent communication and interpersonal skills 

· Ability to think and plan strategically and be creative and innovative, in providing information systems.

· A focus on users and outcomes in delivering on-going improvement to the School’s information, communication and audio-visual systems.

· Proven track record in implementing significant projects on time and within budget.

· Ability to work successfully under pressure, to build a team, to develop individuals and achieve key tasks on time and within budget.

· Ability to build relationships, both internally and externally in order to deliver best value for the School.

· A lively interest in the educational needs of pupils in the 21st century, 

· Some relevant experience of how schools operate. RM CC4 experience beneficial.
Remuneration

Working Hours will generally be 9am – 6pm (with an hour for lunch).
Salary will be negotiable according to experience, but will be in the region of £35,000 pa.  There will be a holiday entitlement of 20 days (plus Bank Holidays) per annum. The successful candidate will also be eligible to join the School’s pension scheme for non-teaching staff after 3 months in post.

Applications

Harrogate Ladies’ College is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo child protection screening appropriate to the post.  A full Criminal Records Bureau Check is also mandatory together with checks and references from past employers.

Applications consisting of a letter of application, a full curriculum vitae and a completed copy of HLC’s own application form (available from www.hlc.org.uk), should be submitted as soon as possible and not later than 22 June 2012 either: 

by e-mail to jennie.horner@hlc.org.uk
or by post to:

Mrs Jennie Horner
Harrogate Ladies’ College

Clarence Drive

Harrogate

North Yorkshire HG1 2QG
Harrogate Ladies’ College is an educational charity and an equal opportunities employer.


