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DROYLSDEN

Academy




	
Job Description – 
Network Manager 




Droylsden Academy & Mossley Hollins High School


	

	Post -


Network Manager
Scale -


Grade H/H+ (Point 29 – 34)
Hours -
 

Full-time (Full Year):  36 hours per week

0.6 FTE - Droylsden Academy – Monday, Tuesday and Thursday

0.4 FTE - Mossley Hollins – Wednesday and Friday

These are fixed periods in each school however, the post holder will be flexible in responding to needs at either site during each week.

Responsible to – 
Assistant Headteacher and Staff & Student Services Manager (DA) 
                              
Deputy Headteacher and Business Manager (MHHS)


	Main Purposes of the Job 

1.    Work with the Senior Lead for ICT in both schools to provide the Strategic and Operational Function of ICT in both schools to support their effectiveness and efficiency in the following areas:
· Education, Teaching & Learning and Curriculum, including assemblies
· Ensuring ICT Effectiveness and Efficiency, resolving Network and other Technical issues

· Management Information Systems

· Administration

· Finance

· Facilities and Catering

· Raising Achievement & Examinations
· Presentations, Public Spaces and Events

· Student and Staff on-line safety and responsibility, in line with policy and procedure

· Training of staff as required

· Electronic communication systems, including online parental reporting systems
· Printing

· Telephony

2.    With your technicians on both sites take responsibility for the day-to-day maintenance of the networks and web-site and the smooth running of all ICT hardware in the schools, including all IT infrastructure, wi-fi,networked computers, stand-alone computers, printers, scanners, monitors, digital cameras, scanners, projectors, etc.
3.    With the Finance and Premises Manager (DA) and the Business Manager (MHHS) lead on all contractual links with any external ICT provider, such as third-line support, telephony, printing, internet, etc.
4.    Lead and support your team of 4 Technicians (ICT, Multi-Media and Visual, Expressive and Performing Arts) across both sites for both schools and delegate key functions effectively to them. Lead their annual Appraisal and Performance Monitoring.  At DA line mange the Reprographics’ Technician
5.    Liaise with the External (third line) contractor,working with the Assistant Headteacher (ICT Strategy) and F&B Manager at DA and the Deputy Headteacher (ICT Strategy) and Business Manager at MHHS in relation to this.


	

	

	Summary of Responsibilities and Personal Duties

Education, Teaching & Learning and the Curriculum:
· Work to the Senior Leaders in both schools to develop and implement highly effective ICT Strategy

· Promote and support the highly effective use of ICT in the classroom, at home (for both students and staff), and for planning and assessment in both schools.
· Monitor, improve and maintain the Curriculum and Management Networks

· Present at all ICT strategy-related meetings and training 

· Provide mechanisms for effective electronic communication between students, parents and staff, including website, email, social media and text messaging
Other:
Make readily available (subject to correct permissions and access) ICT across the school to ensure that all staff and students can perform well in school (and, as required, at home), leading the ICT, Multi-Media and Arts’ Technicians in both schools:-
1.
Management of computer resources:

· Oversee (working with the F&B manager at DA and the BM at MHHS) the ICT budget, recommending orders and invoices for authorization and reporting potential ICT budget pressures/variances.

· Installation and upgrade of hardware

· Maintenance of hardware

· Maintenance of equipment inventory

· Deployment of hardware

· Purchase of consumables
· Asset disposal

· Recommendations for renewal, replenishment and/or upgrade of hardware/software systems to inform financial planning

2.
Management of software:

· Installation and upgrade of software

· Maintenance of software catalogue

· Provide software information for staff

· Create backups and archives (involving both networks)

3.
Management of the networks:

· Regular housekeeping

· Control the allocation of user space

· Creation and deletion of users 

· Named person responsible for liaison with external providers
4.
School Information and Management System (SIMS):

· Management of the system

· Responsibility for security and access of modules

· Liaison as appropriate regarding upgrades and repairs

5.
Classroom activities:

· With the ICT Technicians in both schools support staff in classrooms

· Contribute to in-service training

· Provide support to Computing and any ICT Enrichment
6.
Other duties:

· Lead the ICT, Multi-Media and Arts’ Technicians in core functions and in the maintenance of all appropriate equipment, identifying any training needs
· Line-manage the Reprographics’ Technician at DA and in both schools oversee efficient and economic print solutions.
· With your team of technicians prepare ICT equipment for presentations, assemblies, meetings and events, as required

· Such other duties as reasonably correspond to the general character of the post and its level of responsibility
· Lead on all aspects of e-safety and social media responsible use, including reporting on software theft and internet misuse, implementing all security measures, working to your Senior Leaders on both sites in such regards
· Management of Communication:  management and update of the websites and web content, digital screens, social media and tools that provide electronic home/school communication


	

	Health and Safety
The person appointed must at all times work within the requirement of the Health and Safety at Work Act 1974, current Health and Safety legislation and the School’s and LEA’s policies and procedures.



	

	The job description may be reviewed at the end of each academic year or earlier if necessary.  In addition, it may be amended at any time in consultation with the post holder.  
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