Eastbourne College Job Description

1.
Job Title
Information Systems Manager (ISM)

2.
Responsible to:
The Bursar, Eastbourne College through the Data Committees which will provide day-to-day direction.
3.
Job Summary:
To be responsible for development and maintenance of all general-purpose ICT based systems across the Charity, including ICT equipment, photocopiers and visual display equipment. Ex-officio member of the Data Committees of Eastbourne College and St. Andrew’s School.
4.
Duties and Responsibilities:
a. Ensuring facilities provided over the Charity’s ICT network are available at all times to all users.

b. Managing and motivating ICT staff in the provision of support to users. 

c. Control of staff responsible for acting as the first point of contact for all ICT-related queries from all departments. Prioritising and responding in a timely manner to those problems capable of being resolved from Charity resources and passing on major problems to other sources.

d. Arranging for the purchase and installation of ICT software and hardware in accordance with the Charity ICT strategy as approved by the Data Committee and within the authorised budget.

e. Advising on and approving appropriate software and hardware for all ICT-related equipment.

f. Implementing and managing the training of all ICT-related users in conjunction with the Assistant Head (Curriculum) and Senior master of St. Andrew’s School.
g. Maintaining a campus-wide inventory of ICT-related hardware and software and ensuring licensing conditions are complied with.

h. Maintaining the integrity of the network by ensuring that regular, and appropriate, back-ups are taken and security procedures implemented, and undertaking system housekeeping.

i. Arranging hardware and software maintenance contracts within the authorised budget.

j. Advising on the future direction of ICT-related issues via the Data Committee

k. In conjunction with the Data Committees, preparing annual budget submissions for ICT hardware, software and support.

l. Ensuring compliance with ICT-related legislation; in particular, the Copyright Designs and Patents Act 1988, the Data Protection Act 1998, the Computer Misuse Act 1990 and the E-commerce directive 2002.
m. Data Protection Officer for the Charity.
n. Monitoring and securing of user activity.

o. Any other related duties as required by the Bursar, Assistant Head (Curriculum) or the Data Committees.
5.
Person Specification:

a. The successful candidate will ideally have experience of:

· Managing Microsoft Windows server based networks

· Microsoft Windows as a desktop and server product

· Managing internet information servers and internet technologies in general

· Managing SQL server based back end databases

· Managing and maintaining effective data backup strategies

· Microsoft SharePoint

· Microsoft Exchange server based e-mail systems and VOIP telephony
· Maintaining a range of modern hardware, including network cabling (copper and fibre), hubs, switches, PCs and printers
· Apple Macintosh server and desktop technology

· Linux

· IP based CCTV infrastructure
· Wi-Fi infrastructure and development

b. The successful candidate will:

· Have a vision for the future of ICT

· Be a self-starter with the ability to diagnose and resolve problems on their own initiative

· Understand the importance of a stable and reliable ICT infrastructure to an organisation

· Be an excellent communicator and negotiator

· Have the ability to write succinctly and clearly without recourse to jargon

· Be smart and presentable
6.
Terms and conditions 
Hours:

Such hours as necessary to do the job but expected to be a minimum of 40 hours per week.  You may be required to work from time to time during evenings and at weekends so flexibility is crucial. 

Holidays: 
Five weeks holiday per annum. Holidays can only be taken in school holidays

Other Benefits: 
Use of College sports facilities 

Lunch is provided

Stakeholder pension and life insurance



Long term service awards

Salary:

 Circa £40K depending in experience
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