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The North Halifax Grammar School

Specialist Science Academy

Job Description

IT Network Manager

Responsible to: IT Development Manager and Leadership Group
Salary: S02 point 32 to 34 (£27, 924 - £29,558) depending on experience 
Hours: 37 hours per week, full time. 
The information given on this job description is intended to provide both post holder and management with an understanding and appreciation of the workload of this particular job and its role within the organization.
The job description outlines the main duties and responsibilities under broad headings only, as it is not possible to specify every item in detail. Some out of hours working will be required.
Prime objectives of Post:
· Provide a high quality customer-focused support service to staff and students; making use of the helpdesk and SLA’s, whilst providing status reports to The IT Development Manager and Leadership Group.

· Manage the school’s network infrastructure, servers, workstations and laptops. 

· Manage the daily workload of the school’s IT support staff. 

· Implement and monitor the school’s practices for data protection, Internet and network use, security and IT resource management. 

· Maintain hardware, software and network solutions throughout the school to meet curriculum and administrative needs and develop them with the IT Development Manager 

· Ensure that the network is operational during access hours and that appropriate back-up and disaster recovery protocols are implemented. 

· Take responsibility for a regular maintenance programme, resolving failures in hardware and software and ensuring appropriate “housekeeping” tasks are implemented. 

· Ensure the preparation and maintenance of documentation, manuals and user notes as required. 

· Provide support, guidance and feedback to pupils and staff in the use of IT. 

· Monitor the use of hardware and software and ensure all software is licensed. 

· Take responsibility for setting up security parameters and ensuring virus checks are implemented. 

· Comply with policies and procedures relating to child protection, health, safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person. 

· Provide advice on networking and purchasing for maintenance and development. 

· Work with the IT Development Manager on planning and managing the IT Budget. 
Supervisory Responsibilities:

· To supervise the proper use of IT equipment by students and staff.

· To line manage the IT Technicians.
Supervision Received:

· Working as a member of the IT Development team and responsible to the IT Development Manager and the Leadership Group.
Decision Making:
· Responsible for IT purchases and maintenance of hardware and software
· Working in conjunction with the IT Development Manager to further develop provision.
Responsibility for Assets

· Maintaining the security and safe use of hardware and software throughout the school.

· Organising regular back-up of all school data and information and ensuring their safe storage.

· Ensuring that IT assets are correctly labelled and recorded and maintaining the asset register in consultation with the Finance Director


Completed application forms, plus a short letter in support of the application if desired, should be sent to Mrs K Morris, Personnel Officer, The North Halifax Grammar School, Moorbottom Road, Illingworth, Halifax, HX2 9SU.  
Internet: www.nhgs.co.uk
Tel (01422) 244625 
Fax (01422) 245237
Email mail@nhgs.co.uk
Closing date for applications: 12.00 noon on 14th May 2015

Interviews will be held the week commencing 1st June 2015

Thank you for your interest in this post.

THE NORTH HALIFAX GRAMMAR SCHOOL

Specialist Science Academy

POST TITLE :
IT Network Manager
	ATTRIBUTES
	ESSENTIAL


	DESIRABLE
	HOW IDENTIFIED

	PERSONAL QUALITIES

	· Drive to produce consistently high quality accurate work

· Good time management

· Good health

· Appropriate appearance

· Honest and reliable

· Good interpersonal skills with staff and students


	
	Application form

Reference

Interview

	QUALIFICATIONS & TRAINING

	· Level 3 qualification or equivalent in IT

· GCSE Maths and English at C grade or above or O Level equivalent

· Evidence of recent experience and/or study in IT

· Willingness to undergo further training


	· Degree or equivalent in IT related discipline

· Further IT related training


	Application 



	EXPERIENCE

	· Microsoft Server and Client Operating Systems, software and hardware.

· Server Deployed and Managed Software/Services to Client Computers

· Cabling and Switches

· Management of LAN topologies, Firewalls and Internet Connectivity,
           Backups, Antivirus and Windows Updates
	· Experience of managing people

· Network installation

· Experience of training people

· Experience of working in a variety of groups in IT

· Experience of Managing an IT Service Desk

· Experience of Managing a Budget


	Application 

Reference

Interview



	SPECIAL KNOWLEDGE
	· How to configure and maintain servers, user accounts, workstations, switches and peripherals for network use

· Up to date IT knowledge

· Safety and Security Procedures


	· Ability to prepare data from multiple sources for export or import into systems and knowledge of relational databases.

· Ability to demonstrate hardware and software to a range of audiences

· Configuring laptops, workstations, user accounts and folders for Controlled Assessment and Exams
	Application 

Interview

Reference



	PRACTICAL AND INTELLECTUAL SKILLS


	· Good communication skills

· Good organisational skills

· Ability to meet deadlines

· Ability to establish good working relationships with colleagues 

  
	
	Application 

Reference

Interview

	DISPOSITION

ADJUSTMENT

ATTITUDES


	· Enthusiasm for the role
· Ability to take initiative and be flexible

· Commitment to safeguarding 

· Commitment to equality and diversity issues

· Model consistently high standards of personal and professional conduct


	
	Application 

Reference

Interview
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