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	THE PRIORY SCHOOL

ICT MANAGER

Job Description
	


The main purpose of the post is to improve students’/colleagues’ confidence and competence in ICT through a high standard of support and development at administrative and curricular levels. The post holder will demonstrate a commitment to equal opportunities.  

The postholder will be responsible to the Headteacher and will demonstrate a genuine commitment to our equal opportunities policy and to the wellbeing of all students.

The job description will be reviewed annually and will form the basis of the Performance Management Review Procedure. Any issues relating to the review of this job description should be brought to the Headteacher’s notice by the postholder. The postholder will undertake the following responsibilities:

	.
	1. Manage the schools network infrastructure, servers and workstations. 

2. Manage the school’s ICT colleagues, including professional development and performance management. 

3. Provide advice on networking, purchasing and any relevant contractors. 

4. Support existing and develop hardware, software and the network solutions throughout the school, to meet curriculum and administrative needs. 

5. Ensure that the network is operational during access hours and appropriate back-up protocols are implemented. 

6. Responsible for regular maintenance programme and resolving failures in hardware and software and ensuring appropriate operational maintenance tasks are implemented. 

7. Ensure the preparation and maintenance of documentation, manuals and user notes. 

8. Provide support and guidance to students and colleagues in the use of ICT and provide feedback to students using specialist skills/training/experience. 

9. Train colleagues on a wide range of applications used in school. 

10. Produce audits and reports on ICT use and costs, demonstrate best value in provision of products and services. 

11. Monitor the use of hardware and software and ensure all software is licensed. 

12. Responsible for setting up security parameters and ensuring virus checks are implemented. 

13. Comply with policies and procedures relating to child protection, health, safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person as identified in the school’s E-safety policy. 

14. Maintaining and developing the school’s VLE, internet and intranet facilities.

15. Management of the school inventory, identification as resolution of problems.

16. Monitor the school’s practices for data protection, internet use, e-mail, security and ICT resource management. 

17. Regular line management meetings with the Business Manager 
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	THE PRIORY SCHOOL

ICT MANAGER

Person Specification
	


	1.
	A sound understanding of PC hardware, installation, configuration and troubleshooting.



	2.
	A good working knowledge and understanding of networking systems and ICT developments/needs, preferably in an educational context.



	3.
	A good knowledge and understanding of the range of common software used in school and the willingness and ability to learn new software/hardware to support colleagues.



	4.
	The ability to work under pressure and to remain calm and methodical when problem solving.



	5.
	A flexible, friendly attitude, able to appreciate the confusion and lack of confidence students and colleagues may feel when first confronted with new technology.



	6.
	Excellent administrative and communication skills, verbal and written.



	7.
	Ability to initiate, implement and evaluate aspects of ICT within the school.



	8.
	A good knowledge and understanding of Health and Safety, software licensing, data protection, legislation as it relates to ICT.



	9.
	Ability to interrelate with colleagues, students and other agencies as appropriate.



	10.
	Evidence of an understanding and commitment to equal opportunities.



	11.
	A commitment to their own professional development.
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