
	JOB DESCRIPTION

	Job Title
	Systems Engineer

	Department
	City of London School for Girls (Support Staff)

	Grade
	D

	Location
	St Giles’ Terrace, Barbican, London EC2Y 8BB

	Responsible to
	Bursar

	Line Manager
	IT Systems Manager


Purpose of Post

The successful candidate will need to work as part of a team to continue the development of the infrastructure and will be responsible for installing, maintaining and supporting computer communication networks within the school. They will ensure the smooth operation of communication networks in order to provide maximum performance and availability for the end users. 

The Systems Engineer will be expected to provide an effective and timely proactive user support service and escalation where needed. They will develop operational systems solutions to support business systems, desktop systems, server, network and infrastructure to agreed service levels.


In addition the Systems Engineer will be required to deliver training and produce materials for staff at all stages of development.  This will include classroom support for teachers.
Main Duties & Responsibilities

1. Responsible for changing backup tapes and monitoring backup logs as per the CLSG Disaster Recovery Plan, reporting any issues to the IT Systems Manager.

2. Monitor Sophos Enterprise Manager ensuring antivirus is up-to-date on all CLSG PCs.

3. Responsible for Office 365 Installation, Maintenance and Administration.

4. Responsible for Google User Accounts.

5. Installing and configuring printer drivers on workstations, manage print queues, resolve major printer issues for example.
6. Assist IT Systems Manager with Network Infrastructure configuration and maintenance.
7. Assist the IT Systems Manager in maintaining server hard disk space maintaining user profiles.

8. Provide 1st line and 2nd Line technical support for the Helpdesk in the absence of the Support/Multimedia technician.

9. Take responsibility for supporting the MFL lab and provide end-user training.

10. Actively provide IT support for lessons.

11. Provide classroom support for skills based lessons using multimedia software.

12. Re-package and distribution of desktop applications as required. Produce client-side documentations for application installations and the end-user.  

13. Configure Internet Information Server (IIS) to support the school’s Intranet. 

14. Liaise with the Marketing Department to maintain the design framework of the main school website and the school’s online presence in general.

15. Be responsible for producing multimedia scripts and re-encoding multimedia content for the school’s online presence. Manage Windows Streaming Media server and media file storage for web distribution. Ensure multimedia files are correctly labelled for searching.

16. Assign applications to departments. Create re-distribution packages.

17. Wireless access point configuration.

18. Maintain systems documentation library for all systems and ensure this is always up to date.
 

19. Ensure that equipment is properly installed and to liaise with suppliers and manufacturers.

20. To deputise for the IT Systems Manager in their absence.

21. Any other administrative or technical tasks as reasonably requested by the Bursar or the Director of ICT.
22. Actively seek to implement the City of London’s Occupational Health and Safety Policy in relation to the duties of the post, and at all times give due regard to the health and safety of both themselves and others when carrying out their duties.
23. Actively seek to implement the City of London’s Equal Opportunity Policy and the objective to promote equality of opportunity in relation to the duties of the post.
24. To undertake any other duties that may reasonably be requested appropriate to the grade
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