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JOB DESCRIPTION
Network and System Administrator
Responsible to
:
School IT Network Manager
Responsible for
:
IT Infrastructure planning an
d
 maintenance
Salary
:
Claremont High School seeks a 
Network and System
s Administrator who is enthusiastic and passionate about technology. You will work closely with the Network
 Manager to 
design, implement 
and maintain the network, servers and end user connectivity.
 
The role of 
Network and System
s Administrator
 
will be to
 primarily
 support
 the internal IT infrastructure
. 
You will provide second line
 point 
of escalation
 whilst being an integral part of 
many
 IT projects. 
The successful applicant will have a proven track record of IT network support with the personal drive and ambition to support the day to day running of this key area of school.  We are looking for someone who:
Has ambition and passion for their work 
The drive to learn and develop their skills
Is a
 hard-working
 
team player
 that
 pays attention to detail
Excellent problem solver
Has a positive approach and a keen interest in IT and the IT industry
Excellent communicator
)


PUPIL PROGRESS MANAGER

JOB DESCRIPTION 

Responsible to:	Deputy Head (Pastoral)
Senior Pupil Progress Manager

Responsible for:	Assistant Pupil Progress Manager
			Tutor

ary Scale:		2.3 

The Pupil Progress Manager has a key role within the school to manage the best possible educational experience for a particular year group. 

She/he is expected to contribute to the formation of whole school policy and procedures and to implement them.  She/he is expected to take responsibility for a year group and a tutor team, usually moving through the school with the same cohort between Years 7-11.
.
1. 








2. Technical Knowledge and Experience

· Monitor and maintenance of the existing IT Infrastructure, based on best-practice/ITIL
· Experience of design and maintenance of Windows Server (2003 / 2008 R2 / 2012) environments
· Good Routing and Switching knowledge to CCNA level and experiences with Cisco/HP Networking switches essentials, such as VLANS, ACL, 802.1x etc.
· Experience of Windows DNS, DHCP, Group Policy, Scripting with Windows Server 2003/2008/2012 
· Understanding and experience Exchange 2010 server desirable 
· Basic administration of SQL Server
· VMware VSphere and VCenter 5.0+ knowledge essential 
· Working knowledge of VMWare enterprise features a bonus, DRS, Storage DRS, High availability, Live migration etc.
· Working knowledge of SAN systems, technologies and protocols 
· Some IT Security knowledge to include web filtering and firewalling systems including VPN setup, maintenance and configuration including filtering rules.
· Help Maintain an up to date and accurate hardware and software audit.
· Familiar with web/online helpdesk systems and has worked in an IT Support environment. 
· Knowledge of MIS systems a bonus, in particular Capita SIMS. 

2.        QUALIFICATIONS EXPERIENCE AND SKILLS
· 2-3 years experience in a similar role
· Degree qualification at 2:1 (desirable) suitable applicants with a 2:2 will be considered for the post
· Microsoft Certification essential – MCITP/ MCSE/MCSA 
· HP/Cisco Certification essential – CCNA
· VMware Certification desirable –   VCP 


3.	RECORDING AND REPORTING / GENERAL RECORD KEEPING
· To contribute to the maintenance of an up-to-date and accurate hardware and software audit;
· Help Implement school policies as required agreed with the Network Manager.
	
4.	RESOURCES AND ENVIRONMENT	
· Be responsible for the cataloguing, maintenance, storing and accessibility of all IT materials and equipment.  To have proper regard for the safety of equipment and its use;
· Be responsible for the ordering distribution and replacement of appropriate IT materials and supplies by arrangement with the Network Manager.
· Be responsible for the compliance with the school Health and Safety policy in the Department’s rooms, offices, stores and corridors and in any activity on or off the school site organised by the Department;


CONDITIONS OF EMPLOYMENT

The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).
The post holder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the Governing Body. 
S/he shall be subject to all relevant statutory requirements.
The post holder may be required to perform any other reasonable tasks after consultation.
This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.
This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the post holder.
All staff participates in the school’s performance management scheme.
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