[bookmark: _GoBack]VICARAGE PRIMARY SCHOOL				JOB SPECIFICATION
___________________________________________________________

Title of Job:	 IT Manager				Grade: S01

Job No (s): 						Department:	Education

Section:	IT					Service:
___________________________________________________________
JOB DESCRIPTION
___________________________________________________________
PERSON REPORTS TO:	School Business Manager

_________________________________________________________
PURPOSE OF JOB:	Dealing with day to day running of the schools network and IT maintenance, upkeep and emergencies that the staff will be having. These can range to anything from sound, email, PC, software, physical, network, server, backups, wireless and user problems. Must have an advanced knowledge of the below.
___________________________________________________________

DUTIES AND RESPONSIBILITIES

1) To ensure dedicated IT areas are ready to use each day and that they are in good working order at the end of each day. 
2) Ensure the efficient running of all laptops and desktop PCs. Co ordinate a plan for security updates of all workstations, informing staff of critical updates and manage licenses for software as and when required.
3) To participate in the collection, collation, analysing, processing and storage of data and information to comply with school reporting requirements. SIMS/Parentmail. Using initiative to contact external agencies to learn what is required to solve problems.
4) To check all IT hardware regularly including audio visuals equipment, repairing simple and more complicated faults by the means necessary. Resolving hardware/software and reporting major fault to SBM in order to ensure the correct process for the solution. Ensuring maintenance of all hardware/software and equipment whilst considering the health and safety aspect of all equipment.
5) Being the point of contact for all the photocopiers and printers. Ensuring maintenance and troubleshooting of any issues. Setting up staff log in and deleting users. Setting up all staff on network and lgflmail.
6) Having a vast knowledge on and actively maintaining the: School server Operating System – windows server 2008 – current / AD and GPO / Networking / Switching / Firewalls / Routers / MIS / Wireless / Linux / MDT and WDS / Antivirus / Backups / MDM / Outlook / Applications / VPN / Google tech / Microsoft tech.
7) Developing and maintaining an IT infrastructure that supports staff and students using specialist and general IT facilities. Supporting teaching staff to prepare for any IT lessons, using specialist IT skills/training/experience to support staff and pupils. Assisting in the development of lesson/work plans.
8) To carry out desktop publishing procedures. Supporting and adhering to IT policies, including those relating to safeguarding and internet usage.
9) To create and maintain a purposeful, orderly and productive working environment. Maintaining a comprehensive record of all technical support required and issues logged. Regular one to one meeting with SBM.
10) Check and maintain stock of all IT consumables following the correct finance procedures.
11) Maintaining the school Asset Management Register, carrying out audits and updating all data on the asset Management system. Ensuring regular audits are carried out to keep the school up to date on disposals. Keep an inventory on the system of all equipment and allocate asset ID tags. Keeping in line with the Asset Management Plan and disposal Policy.
12) Provide specialist advice and guidance when required. Establish constructive relationships to communicate with other agencies/professionals.
13) Under the guidance of the SBM, to develop the security and short/long term development infrastructure plans for the school. Investigate new technologies and advise on purchase and installation. Ensuring all staff are trained and confident in the use of any new equipment.
14) To attend and participate in regular meetings, training and other learning activities for performance/professional development as required.
15) Duties and responsibilities of the post may change over time as requirements and circumstances change. The person in the post may also be required to carry out such other duties consistent with the grade from time to time.



Name _______________________________________________________


Signed______________________________________Date_____________





Person Specification – IT Manager
Ap – Application Form	SP – Selection Process	Ref – Reference
	Specification
	Essential/Desirable
	Method of Assessment

	QUALIFICATIONS

	GCSE C grade or higher (or equivalent) in Maths and English and A level equivalent study
	E
	Ap

	Evidence of continuous professional  development/Level 4 or Equivalent IT qualification
	E
	Ap

	Degree/ ITQ level 4, Microsoft Certification IT Professional level 4
	D
	

	EXPERIENCE

	Experience of working in an IT manager role, providing in-depth IT support to a wide range of colleagues
	E
	Ap / Sp

	Experience of using operating systemss
	E
	Ap / Sp

	Experience of maintaining an IT server
	E
	Ap / Sp

	Experience of working in a Primary school environment
	D
	AP / Sp

	SKILLS

	Excellent communication and interpersonal  skills
	E
	Ap/Sp

	Ability to work independently, demonstrating initiative
	E
	Sp

	Ability to develop and maintain efficient record keeping/management information systems, providing accurate records and reports as required
	E
	Ap/Sp

	Knowledge of a variety of IT systems including Excel, Word, Publisher, and a good working knowledge of mail merge, the manipulation of data within spread sheets etc
	E
	

	Ability to reconcile priorities, work to tight deadlines and problem solve
	E
	Sp / Ref

	Receptive to new ideas, approaches and challenges
	E
	Sp / Ref

	An ability to communicate effectively with teachers, students, parents and multi agencies
	E
	Sp / Ref

	An ability to work autonomously and as part of a team
	E
	Sp / Ref

	Good organisation, time management, communication and interpersonal   skills
	E
	Sp / Ref

	Good research and planning skills
	D
	Sp / Ref





