DOVER GRAMMAR SCHOOL FOR BOYS
Support Staff Job Description
All job descriptions are current at the date shown, but following consultation with you, may be changed to reflect or anticipate changes in the job which are commensurate with the salary and job title.

Employees will be expected to comply with any reasonable request from the Headteacher to undertake work of a similar level that is not specified in this job description. Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers. The School will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
                                                                  Specific Duties

	Post
	ICT Network Manager KR9 (FT £27,770 - £31,760)

	Contract Type
	Full-time, Permanent 

	Core Purpose


	To develop a strategic ICT vision and manage the school’s ICT systems to ensure they run efficiently, including managing all aspects of ICT technical support in the school.


	Key Duties and Responsibilities

	· Develop a strategic ICT vision and lead on future projects.
· Overall responsibility for the ICT systems within the school.  Including Back-ups, e-mail and disaster recovery.

· Ensure the efficient running of all servers, computers and peripherals throughout the school.

· Develop school policies and procedures for the use of ICT within the school environment.

· Maintain a comprehensive database of all support requests and manage the work of staff providing technical support to staff and pupils allocating jobs.

· Identify school staff training issues and deliver appropriate training.

· Create and manage all network user accounts, ensuring correct access rights and audit as required (the school currently uses SIMS, FMS6, ParentPay & ParentMail).

· Ensure data stored on the system is current and out of date data archived.

· Design and implement changes to the schools ICT software and hardware and liaise with consultants on the specifications of new software / hardware as appropriate.

· Procure ICT equipment on behalf of the school.

· Carry out audits of student and staff internet usage, add filters where necessary and report as appropriate in line with school policy.

· Ensure that ICT equipment & workstations meet the requirements of Health & Safety legislation and are maintained in a secure, clean & safe manner, liaising with site staff to coordinate any new electrical wiring, benching or physical installations.
· Line Manage the ICT technician.

	

	Additional Duties

	· To show a record of excellent attendance and punctuality.
· To address the appraisal targets set by the Line Manager.
· To play a full part in the life of the School community, to support its distinctive aim and ethos and to encourage students to follow this example.
· To adhere to the School’s policies.
· To attend CPD sessions as agreed with your Line Manager.
· To undertake any other additional duties as directed by the Headteacher in relation to your job role.

	Liaising With:
	Headteacher, Senior Leadership group, Subject Leaders and relevant teaching and support staff, parents and outside agencies as required.

	Disclosure Level:
	Enhanced 


