JOB DESCRIPTION

Sherrardswood School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
	Job Title:    Network Manager                                                                     Date:  September 2012


	Reporting to:      ICT Director


	Reporting to the job holder:  


	Overall purpose of the job:  
To ensure the development and effective running of all School ICT systems.


	Main Responsibilities:

Play a leading role in all technical aspects of the installation, configuration, operation, maintenance, and development of the School’s ICT hardware, software and network infrastructure including:
· Servers (curriculum, administration, proxy, email, …) 

· Internet access, cache, filter and router

· Wired and wireless network devices

· Network and data security

· System performance

· Network infrastructure, DHCP, DNS, subnets, VPNs

· Management information system (currently PASS)

· Workstations and mobile devices
· Software

· Cabling to network devices

· Networked printing devices

· Interactive whiteboards and projectors

· Email system

Develop and implement an effective backup and disaster recovery strategy to ensure against loss of data through error, abuse, malfunction or disaster.
Ensure the efficient running of all servers, computers and peripherals throughout the school.

Resolve ICT problems reported by staff, referring to external support organisations where necessary and keeping staff informed of progress with solutions.

Act of point of contact regarding all technical issues with manufactures, suppliers, ISP and external support organisations.
Support the ICT Director in the pricing and procurement of ICT devices, software, repairs and contracts. This includes sourcing prices from suppliers and completing order forms as appropriate.
Ensure that ICT equipment and workstations meet the requirements of health and safety legislation and are maintained in a secure, clean and safe manner.

Liaise with site staff to coordinate any new electrical wiring, benching or physical installations.
Maintain all necessary records and documentation including network maps and inventories and details of licences, warranties and equipment checks as necessary. 

Contribute to the work of the IT user group, attending meetings and offering guidance on technical issues.

	Main Tasks:

Desktop & Application Support 
· Perform a wide range of hardware repairs and upgrades. 

· Detect, diagnose and resolve most PC, printer and peripheral device faults. 

· Follow instructions to install and upgrade client/server applications (such as the school’s MIS). 

· Identify and install essential software patches. 

· Identify application compatibility issues. 

Server & Network support 

· Manage active network components including switches, wireless access points and controllers, routers and bridges. 

· Install software and CD/DVDs on server, trouble-shooting installation. 

· Maintain hardware and software on the server. 

· Set disk space and printer quotas. 

· Create network shares and manage access rights. 

· Monitor system logs. 

· Set up disk caches and firewalls, and maintain Internet filtering systems. 

· Manage remote access to the school’s network. 

Health & Safety 
· Implement and make modifications to relevant H&S procedures (including e-safety). 

· Undertake a risk assessment for every activity. 

· Advise other staff of H&S aspects of proposed developments. 
· Arrange for the collection and/or secure disposal of old equipment.

Configuration & Installation 
· Design and apply a simple process to manage configuration and change within the school. 

· Assist in creating and implementing a structured approach to rolling out new hardware or software, including procurement, testing and assessing the needs for user training. 

· Manage collection of, appropriate access to, and storage of relevant data. 

· Plan and implement installation of PCs, printers, interactive whiteboards, projectors and other network and ICT devices.

Continuity, Maintenance & Security 
· Assess and differentiate risks to key systems and develop appropriate individual system recovery procedures. 

· Develop a maintenance schedule. 

· Maintain an up to date inventory of hardware and of software licences.

· Identify failing systems and suggest solutions. 

· Responsible for developing and implementing backup and virus protection policies. 

· Ensure school policy on staff and pupil access to data and files is implemented. 

Support Request Management 
· Interpret detailed diagnostic information 

· Prioritise resolution and determine whether external support is required. 

· Monitor and manage server logs and use them to inform developments/support. 

· Produce reports from the support log to provide basic management information on the volume and nature of requests. 

Internal Support Arrangements & External Contracts
· Assist school managers in defining an appropriate service level and support arrangements. 

· Review standards achieved by internal support staff. 

· Assess effectiveness of external support
Strategy & Planning 

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

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

Budget & People Management 
· Ensure ICT in school is best value and fit for purpose. 

· Support the full range of financial planning for ICT, including purchase of larger items, and help to estimate future budget requirements. 

· Have some supervisory responsibilities for apprentices/work experience placements. 
· Suggest CPD opportunities and requirements. 

Personal ICT Competences 
· Actively seek to broaden knowledge and skills.

Communication Skills 
· effectively communicate (verbally and in writing) technical information at an appropriate level, and in a suitable style, having assessed the audience. 

· Liaise with ICT Director and IT user group 

· Train groups of staff. 

· Negotiate with suppliers. 

· Document current policies and practice. 
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	Skills, Knowledge and Experience:

Essential:

Aptitudes & Characteristics

· Ability to communicate effectively and positively with all staff, students and suppliers.

· Strong organisational skills with the ability to plan, prepare and prioritise.

· Ability to work well within a team.

· Ability to relate to young people and novice ICT users.

· To take initiative and work independently and accurately.

· Enthusiastic and a positive attitude, willing to be flexible in order to meet the needs of the school

Skills
· Excellent ICT Skills including Microsoft applications and Windows XP & 7 and Microsoft Server operating systems

· Aptitude for working with computer hardware and software  and the ability to diagnose basic hardware failures

· Operate safe working practices.

Qualifications and Experience

· Experience of installing and maintaining PC’s in a Windows 7 environment.

· Previous ICT support experience.

Desirable:

· Background in ICT within a learning environment
· IT Qualifications (BTEC, CompTIA, Microsoft…)


	Date for review: September 2013



Hours of Work: 

Full time – 37 hours per week

Monday to Thursday: 8.00 a.m. to 4.30 p.m.

Friday 8.00 a.m. to 4.00 p.m.
