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POST:	ICT Manager

RESPONSIBLE TO:	Director of Finance

HOURS OF WORK:	8.30 – 5.30 Monday – Friday plus occasional Saturday / out-of-hours working as required, to average 40 hours per week.	

PREAMBLE:
ICT at King’s Schools is a crucial support tool for not only teaching and learning but also to accommodate the day-to-day running of the Schools. Without a reliable, robust, secure and well managed ICT infrastructure the College may fail to fulfil their objectives.


JOB  FUNCTION:	
The ICT Manager is responsible for the management, administration, maintenance and implementation of the Schools’ ICT systems and networks, ensuring they meet the academic and business needs of the Schools and provide a secure and operational resource for all end users.

The ICT Manager is also responsible for managing a small team and for advising on and implementing the Schools’ long term ICT strategy. 


SPECIFIC MANAGEMENT TASKS:
· To organise and maintain systems which allow all ICT functionalities of the Schools to operate within agreed parameters.
· To maintain the secure operational functionality of the Schools’ servers
· To maintain the Schools networks
· To oversee the operation and configuration of the Schools print and copying infrastructure 
· To ensure that all staff and students have access to the Schools’ network when they join the Schools
· King’s College only - to ensure that all students have, when requested and as agreed with ITSG, access to the School’s network through their personal devices (to support Windows, MAC and iPad devices) 
· To advise the Director of Finance on all ICT matters, whether they be strategic or operational
· To offer support/training to staff and/or pupils where appropriate
· To sit on the IT Steering Committees at both Schools and attend meetings as required 
· To line manage the Schools’ ICT Support Staff, including their professional and technical development


DETAILED RESPONSIBILITIES:
· To ensure a monitored, responsive IT helpdesk system for all users is in place, to actively manage the number of outstanding calls, and to regularly report on the number of outstanding calls
· Manage the day-to-day maintenance of the Schools’ computer systems, including
Network user database and password allocations
· Design, implement and manage relevant ICT protocols and procedures and advise the Schools’ ITSGs on the implementation
· To work with IT Steering Committees to deliver a safe, effective ICT resource for use by pupils and staff
· Take responsibility of all areas of IT Security and Compliance
· To be fully versed in the latest IT developments in education and to advise upon their suitability to the Schools’ ITSGs
· Manage the Schools’ curriculum and administration networks including responsibility for the anti-virus, internet safety, backup systems and disaster recovery protocols
· To ensure robust and reliable back-up systems and disaster contingencies are in place across all School networks and to ensure regular testing of these
· Ensure efficient management of internet filters to ensure appropriate safeguards are in place 
· To regularly monitor any breach or attempted breach by pupils or staff of the Schools’ IT policies (eg acceptable use policy, e-safety guidelines, IT policy in the Staff Handbook) and liaise with appropriate management as required
· To monitor the use of all e-mail accounts that are handled by the Schools’ systems 
· Liaising with appropriate suppliers re purchasing requirements and licensing, ensuring that the Schools have all legal licences required
· To lead the management of IT supplier relations
· Take responsibility for all planned ICT works and liaise with external contractors, ensuring that any on-site contractors are supervised at all times
· Have responsibility for maintaining an accurate inventory of the School’s computers (hardware and software), telephony and printers
· To agree ICT budgets (maintenance and capital) with the Director of Finance and manage the same effectively ensuring no unauthorised overspend. 
· Identify, plan and cost all future hardware and software developments and upgrades to the Schools’ ICT infrastructure, then project manage their implementation and installation


To undertake such other duties and responsibilities of an equivalent nature, as defined by the Director of Finance from time to time. 

This job description is subject to review in line with the developing needs of the School.
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