[bookmark: _GoBack][image: ]         St Mary's Catholic Primary School
Canterbury Road, Kilburn, LONDON NW6 5ST
     T: 020 7624 1830 	F: 020 7372 4932
E: admin@marycps.brent.sch.uk
                                                                                      Executive Headmistress:  Mrs D Titus 
Associate Head of School:  Mrs G Quinlan 


	
JOB TITLE:  ICT Service Delivery Manager



	
LOCATION:  St Josephs’ Roman Catholic School and St Mary’s Catholic Primary School



	
GRADE/SALARY: Scale 6 – SO1 (dependent on candidate)
                                £23166 - £27394 + £1833 (Outer London Weighting)



	
PURPOSE:  To promote excellence in education through the development, implementation and support of business-driven ICT



	
JOB PURPOSE:  

· To manage the delivery of ICT services across the Schools to ensure high quality provision to all users based on a customer service ethos
· To manage the customer satisfaction and ensure that the Service Levels are achieved. The role includes the establishment and management of service levels with internal customers and external service providers.
· Plan for major developments of the ICT service and project manage their implementation
· Have an overall view of the capabilities of the school’s ICT service and contribute to continuous improvement to meet future needs 
· To develop and maintain the School’s ICT Help-Desk 
· To develop, implement and manage the Schools ICT systems to recognised standards
· To develop and regularly test the ICT Disaster Recovery and Business Continuity plans
· To capture and document business requirements and business processes
· To document of key systems
· Provide first and second line support for the School’s’ ICT queries with escalation to internal and third party resources as appropriate
· To manage backups and operational data security
· To design, manage and maintain the School Websites
· To manage and maintain the contents of the virtual learning platform
· To ensure the website is Ofsted compliant
· To support teaching staff and support staff with their day to day tasks by ensuring the ICT facilities are fit for purpose.




	
REPORTING LINES:  
Post holder reports to:  Executive Headmistress
Line Management: School Business Manager
Liaison with: Teaching and Support staff

	
KEY RESPONSIBILITIES 
· Management of the two School’s ICT service
· Management of and contribution to expenditure of all relevant budgets
· To manage the School’s ICT Helpdesk effectively 
· To work with the two School Business Managers to agree service levels with internal customers and external service providers
· To build service relationships with teaching and support departments
· To ensure helpdesk calls are logged and closed within agreed service levels
· To maintain an accurate, and up to date project for new systems
· To deliver enhancements to the Schools’ systems as agreed with the Executive Headmistress
· To document business requirements and business processes for all system developments to a high standard
· To ensure that all core systems are documented to an appropriate level
· To ensure that all core systems are managed to best practice standards, including backups, data security and business continuity
· To identify serious technical issues arising from any ICT event, ensuring that appropriate action is taken, including referral, escalation and involvement of third party support partners
· Attend service review meetings: areas covered will include performance reports, service improvements, quality and processes
· To develop and facilitate workshops and training courses to support teaching and learning activities
· Responsible for the safe and secure keeping and maintenance of the Academies’ server rooms and associated ICT equipment.
· To procure ICT facilities as and when required and ensuring best value.
· To ensure that the School comply with Health and Safety legislation in relation to ICT equipment and its use
· To ensure the School are acting responsibly and legally with respect to copyright, computer misuse and data protection.
· Any other duties commensurate with the grade of the post and as directed by the Executive Headmistress


	Review
· The job will be subject to annual review. It may be amended at the request of the senior management team or at the request of the post holder after consultation
· The duties of the post could change based on the needs of the Schools, legislation, technology or policy and appropriate training will be given to enable the post holder to undertake new or varied work. The job description should be reviewed annually.
· Where them post holder is uncertain regards any user request advice shall be sought from the line manager.
· Observance of Confidentiality, Health and Safety Policies and Internet Code of Practice will be required.
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