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STRATEGIC ICT MANAGER
Specific Principal Duties and Responsibilities
1.
Strategic Planning 

To devise a medium-term Whole School ICT Development Plan, which will feed into the School Strategic Development Plan and to hold responsibility for the delivery of that element of it.
2.
Financial Management

To manage the ICT Whole School budget (£166K in 09/10) ensuring that value for money is achieved on purchases through appropriate market testing and that expenditure incurred is within budget and in-line with the school’s ICT priorities as outlined in the SSDP.  This will incorporate, for capital projects, determining the tender specification, assisting in the evaluation of tenders received and managing, from a client perspective, the resultant contract.  
3.
SIMS System Administrator / Support To SIMS Module Leaders
To lead the development and operation of the SIMS system to ensure that it meets the school’s growing management information needs.  To ensure that user access rights are appropriately set and that the data is held secure and routinely backed up.  To provide technical support, as required, to SIMS module “leaders/champions”.
4.
School Timetable Scheduler

To schedule the School Timetable in conjunction with a designated member of SLT (who will provide a curriculum input).
5.
People Management
To manage and develop all members of the ICT Support Team (i.e. Network Manager and ICT Technicians).
6.
ICT Support Helpdesk

To provide an efficient and effective formal means by which users can log ICT issues with the Support Team.  To ensure that all issues logged are prioritised and resolved at the earliest possible opportunity, with tasks being assigned to the most appropriate Team member.  To keep users reasonably informed of progress in resolving their queries.  To monitor the Team’s success in responding to issues logged by users against agreed key performance targets and to identify/implement ways of improving service delivery. 
7.
ICT Policies

To devise and maintain appropriate ICT policies in-line with current legislative requirements and best practice.  Manage the process of verifying adherence to these policies.
8.
Disaster Recovery

To devise and maintain a robust ICT Disaster Recovery Plan and to complete regular testing to ensure reliance can be placed on it in the event of its necessary implementation.   

In-House ICT Training
9.
To identify, plan, devise and deliver appropriate in-house ICT training for staff groups or to make arrangements for the training to be delivered by external trainer(s).

In addition to the above, the following duties & responsibilities would be managed by the postholder:-
10.
System Maintenance & Performance
Ensure that the school’s ICT systems are appropriately maintained and operating at “peak” performance.

11.
In-Year Staff / Pupil / Room Timetable Changes

To receive, check and process requested changes to staffing, pupil and room timetables within SIMS.net.
12.
Sixth Form Learning Aims

To receive, check and process requests received for the creation/updating of Learning Aims within SIMS for all Sixth Form pupils to ensure that they are accurately reported as part of the Termly School censuses.

13.
Management Information

To manage the extraction of timely and accurate management information from SIMS.net in accordance with the school’s needs.

14.
Asset Management

To ensure that all appropriate ICT equipment is appropriately security tagged and properly recorded within the school’s asset register and is held as securely as is reasonable at all times.  To devise and maintain an ICT asset management plan to inform the medium-term ICT Whole School Development Plan.  To ensure that ICT equipment, which is surplus to requirements, is disposed of securely in accordance with the school’s Finance Manual.
15.
School Website / VLE / School Intranet

To ensure the provision of effective technical support in the development and maintenance of the school’s website, VLE and School Intranet.  The postholder will have a key role in the introduction of on-line reporting to parents. 
16.
Technical Support For Users Of Non-SIMS Related Packages
To ensure that appropriate technical support is provided to users of non-SIMS related packages such as Tucasi (School Cash Office), ReportMaster and Sleuth.  The school is seeking to migrate from the latter two packages to the equivalent modules within SIMs (Lesson Monitor and Assessment Manager) and the postholder will play an active role in this process.

17.
Telecommunications / Video Conferencing / CCTV / Life Channel
To oversee the maintenance and development of the school’s IPT telephone system and provide technical support (as required) to users with video conferencing and other audio/visual equipment. 
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