NEWSTEAD WOOD SCHOOL FOR GIRLS

JOB DESCRIPTION

Name :  





Grade : 

Title :    Network Manager



Reports to : Deputy Headteacher

MAIN PURPOSE OF THE JOB

· Be responsible for the operation of the IT network within the school

· Play a leading role in the strategic planning, development and monitoring of the network

· Be responsible for management of support staff, including co-ordination and delegation of relevant activities
Key skills, abilities and tasks

Take the lead role in the development and maintenance of the network, incorporating virtual LANs, wired and wireless technologies, PCs, and laptops. Build and deploy Microsoft Server (min. spec. W2008 OS), Microsoft Windows OS across the school environment. Install and deploy software packages across the network and apply patches when necessary. Maintain a multiple domain server environment with clustered services and full daily backup. Maintain and update school administration software e.g. SIMS and FMS. Secure the full network infrastructure against security threats from internal and external sources. Maintain, plan and develop network cabling and switching.
Be up to date and advise staff and students, as appropriate, of relevant Data Protection, Health and Safety and Child Protection legislation, issues and procedures.

Be responsible for detailed research, analysis and evaluation of network data and produce detailed reports/information as required. 

Keep up to date with ICT developments and advise leadership and governors accordingly – e.g. web access to network by staff, students and parents, server virtualisation.
Be responsible for and advise school leaders on the most effective and efficient procurement of resources, including management of a budget and regular audit of resources. This will include physical resources (hardware), software and service contracts and licences. Lead and support the planning, monitoring and evaluation of the network budget, including the maintenance of accurate documentation regarding the network infrastructure and whole school asset register in a logical and meticulous manner.

Liaise between senior leaders, teaching and support staff and students professionally and sensitively at all times. Organising and providing complex individual support to other staff and students and to groups of staff and students as appropriate. 

React quickly and calmly in crisis situations and refer emerging issues, which could impact on the smooth running of the network, to higher line management when necessary in a timely manner. 
Undertake induction, appraisal, training and mentoring for other staff as appropriate and Line Management of IT Technician, ensuring and quality assuring the provision of an effective daily network.
Lead and co-ordinate audio-visual support throughout the school – to include after school event support.

In liaison with the Exams Officer, lead and co-ordinate appropriate ICT provision for students taking exams and controlled assessment e.g. Laptop provision for SEN students, Listening exams in Languages. 

Be responsible for completion and submission of complex forms, returns, etc, including those to outside agencies, eg DCSF as appropriate and to liaise with external agencies with regard to IT Infrastructure changes and developments as necessary.

Undertake further professional training in consultation with the Deputy Headteacher (CPD), including CCNA and Microsoft Server Administrator.
Be able to carry and relocate heavy IT equipment when required and spend much of the time on his/her feet.

This job description may be reviewed and amended at any time after consultation with you.

Signed …………………………………………………………      Date…………………..

