St Mary’s Calne

Headmistress: Dr Felicia Kirk, BA (University of Maryland), MA (Brown University), PhD (Brown University)
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Post of Network Manager

St Mary’s is a leader in the field of girls’ independent boarding education. It has over 350 girls aged 11-18, including 100+ girls in the Sixth Form. Almost all of the girls go on to university, several each year to Oxbridge, to read a wide variety of subjects and results in public examinations are consistently excellent. As well as innovative teaching, learning and scholarship, St Mary’s offers outstanding pastoral care and a vibrant, warm community. 

St Margaret’s Preparatory School is an independent day preparatory school for boys and girls aged 3-11, sharing a site with St Mary’s Calne. There is a high academic standard throughout the school and the children regularly achieve 100% success in their entrance examinations to senior schools, as well as a high number of scholarship awards. St Margaret’s has an ethos which is based on traditional values and innovative learning, providing a happy environment for all children in a friendly caring community.

We are looking for a full-time Network Manager to report to the Director of IT and line-manage the Computer Services Department; this consists of a Senior IT Technician (Apple & AV specialist) and two Junior Technicians. 
The post requires the management of all the school’s ICT requirements, and their maintenance and support throughout St Mary’s School, St Margaret’s Preparatory School and St Mary’s Sports Centre. 
 

St Mary’s and St Margaret’s are committed to safeguarding and promoting the welfare of pupils. Due to the nature of the work involved, the successful applicant will be required to undertake an Enhanced DBS check.


The Computer Services Department

This is a forward thinking department: ICT is used throughout the schools and Sports Centre as a teaching, administrative and management tool and a means to communicate both internally and with parents and the outside world; it is , therefore, imperative that systems are reliable and well-supported with the needs of the curriculum of paramount importance. St Mary’s and St. Margaret’s and the Sports Centre provide extensive computer provision for their staff and pupils, as well as to support all management, administrative and alumni functions. Currently over 100 plus desktop computers are used by teaching and support staff and another 200 or so pupils have personal laptops which are connected to the school network. The desktop computers all currently run Windows 7 and the personal laptops run a variety including Windows 10 and Mac OS. The buildings are connected with Fibre, including the Sports Centre and St. Margaret's. We use Firefly as our VLE and iSAMS as our MIS in both schools.

Person Specification

The person appointed will have experience of the following:
· Customer Service or Help Desk support experience
· Experience in managing and configuring LAN’s, WLANs and VPNs 
· Hands-on experience troubleshooting hardware such as servers, routers and switches
· Experience in running a Microsoft based network running VMWare Virtual Platform and Veeam Backup 
· Technical knowledge of operating systems which include Windows 7/10 and Server 2008 to 2012 R2 and Mac OS 
· Further knowledge of networking, including TCP/IP and firewalls would also be desirable, as would certification in e.g. MCITP, MCSE, VCP or CCNA
· Active Directory & Group Policy, SQL
· Microsoft exchange server
· Management of ancillary operations, such as telecommunications and printing services.
He/she should:
· be a team player
· have a strong customer service orientation
· have excellent inter-personal and communication skills
· be able to communicate well and to interact with staff, parents and pupils
· be helpful and approachable 
· be able to prioritise, organise and respond to a wide variety of tasks
· enjoy working in a challenging and often demanding and fast-moving environment.






JOB DESCRIPTION

The Network Manager will be responsible for the performance of the Computer Services Department to the Director of IT and the Strategic IT Committee. 

The Network Manager meets regularly with the Director of IT , Bursar and Strategic ICT Committee to report on all aspects of the Computer Services Department’s performance including budgeting, printing, helpdesk monitoring, equipment audit monitoring and to discuss any requests for change.  The role includes planning, directing, and coordinating the design, installation, and connectivity of computer and network systems to ensure the stable operation of both schools’ ICT assets.  This includes developing, configuring, maintaining, supporting, and optimising all new and existing network hardware, software, and communication links.  The Network Manager will also schedule and direct the activities of the Computer Services Department to resolve end user hardware and software problems in a timely and accurate fashion.
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1. Strategy and Planning
a. Design and implement short and long-term plans, to be agreed by the Director of IT, to make certain network capacity meets existing and future requirements.
b. Develop and deploy methodologies for testing network performance and providing network performance statistics and reports.
c. Establish best practices and policies for installing, configuring, maintaining, and troubleshooting end user workstation hardware, software, and peripheral devices.
d. Practice network asset management, including maintenance of network component inventory and related documentation, including printing, photocopying and telecommunications.
2. Systems Management 
a. Be responsible for the safe and efficient working of the computers, networks, routers, cabling, including regular safety checks, repairs and necessary, and routine, cleaning. 
b. Control access to all systems, to regularly check for unauthorised use of all systems, to virus check all disks copied to the systems and to regularly check all servers for viruses updating anti-virus software as necessary, reporting misuse or problems as soon as possible to the relevant persons.
c. Manage the school’s data storage capacity ensuring that storage meets demand
d. Manage email server, Internet and Intranet sites.
e. Provide network administration services, including setting up new users, maintaining email distribution lists, maintaining the user databases, password security, managing access policies, monitoring performance and making suggestions for change to the Director of IT. 
f. Carry out daily and monthly backup, archiving, housekeeping and other maintenance tasks on a regular and as required basis. 
g. Manage the installation of new servers, PC workstations and printers, relocate existing ones and dismantle, dispose of old ones.  Install operating system upgrades as required. 
3. Providing Technical and Other Support To Users (Help desk)
a. First line support for users in all aspects of hardware and system devices. Troubleshoot and resolve hardware problems, for example crashed PCs, jammed printers.
b. First line support for users for all operating systems; resolve all related problems and provide logs and feedback to the Director of IT. 

4. Providing Administrative Support 
a. Prepare and send correspondence relating to the running, maintenance and support of the systems, including registration of hardware and software. 
b. Maintain the ICT Procedures Guide/Operations Manual and provide copies to the Strategic ICT Committee at least annually.
c. Assist the Director of IT with the budget for consumables, maintenance, software, minor hardware purchases and to be responsible for other resources needed for system operation including peripherals and manuals.  Manage stocks of IT consumables, records of usage and printer throughput, working with the Director of IT to provide the Bursar with half-termly budget updates. 
d. Maintain all necessary documentation including a register of all assets, system manuals, patching schedules, equipment inventories, orders, service records, loans, etc. and provide copies to the Director of IT.
e. Ensure that legal obligations are met both under the Data Protection Act and for the control of software.
5. Other Duties 
a. With the Director of IT, co-ordinate and provide training for school staff as necessary.
b. Undertake other appropriate work delegated by the Director of IT and the Bursar, including involvement with new projects and their interface with ICT facilities. 
c. Produce the Disaster Recovery Plan, participate in Disaster Recovery tests, and provide the Director of IT and the Bursar with the necessary updated documentation at least annually. 
d. Help to evolve and maintain school policies in Data Protection and Security, email policy and Internet access, making suggestions for improvement to the Director of IT. 
e. Participate as a full member of staff at the school, supporting initiatives and objectives across the whole organisation. 
f. Direct and provide guidance to the Computer Services Team including undertaking annual staff appraisals.


Other Information
The Department hours are from 8am to 6.30pm Monday to Friday throughout the year and Saturdays 8am - 12pm, when the school is in session.  It is the Network Manager’s responsibility to ensure that staff are deployed to adequately cover these hours. The Network Manager is entitled to 25 days holiday (plus 3 days at Christmas and Bank Holidays when the school is closed).  

Salary and Benefits
There is a generous salary which will be negotiated depending on experience and qualifications.  Reduced gym membership is available and membership of the school pension fund. 











How to apply

Further information about the school may be viewed on the website: www.stmaryscalne.org

An application form may be downloaded from the website or can be sent on request. Please contact the following:

	Sara Whiteside				Email:   sara.whiteside@stmaryscalne.org
Bursary					
	St Mary’s School
	Calne					Tel: 	 01249 857 300
	Wiltshire
	SN11 0DF


A fully completed application form, together with a covering letter and a CV, accompanied by the names and addresses of three referees, should be sent by email to: Mrs Sara Whiteside, the Bursary Secretary, on sara.whiteside@stmaryscalne.org  

Email is very much our preferred method of receiving applications. If this is problematic, please contact us by telephone on the above number.

Receipt of an application will be acknowledged as soon as possible. 


Closing date for applications:	midday on 22nd January 2016



All members of staff are expected to have proper regard for the school’s safeguarding policy and procedures, including up-to-date training.  The school’s Child Protection Policy is available on our website and we would expect applicants to have read this if they are called for interview. 
A hard copy of this is available on request.
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