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 Job Description – IT Manager
	Post Title
	IT Manager

	Purpose
	· To ensure the IT infrastructure, software and equipment is adequately developed and maintained in accordance with the current and future needs of the schools in the Trust
· To play a leading role in developing a vision for IT within the Trust’s schools
· To ensure all systems within the trust are safe, secure and fully comply with Data Protection and GDPR legislation.
· Lead and manage the IT support staff to ensure the provision of a high-quality support service for the Trust’s IT users
· To facilitate and encourage a learning experience which provides students with the opportunity to achieve their individual potential with particular regard to IT provision and usage across the Trust
· To share and support the School’s and Trust’s responsibility to provide and monitor opportunities for personal and academic growth
· To be committed to the safeguarding of children
· To fully support the growth of the trust and supporting the transition and 
on-boarding of new schools. 

	Reporting to
	BSJT Business Manager

	Liaising with
	Governors, Headteacher/Senior Leadership Team, teaching and support staff, LA representatives, external agencies, students and parents.

	Working Time
	All year 

	Salary/Grade
	APT & C Points 38 – 46 + fringe, depending on experience

	Disclosure Barring Service
	Enhanced

	MAIN (CORE) DUTIES

	Strategy
	· To develop and update written plans for the IT network and play a leading role in developing the IT vision for the Trust
· To advise on best practice for securing the trusts IT systems, and data protection legislation is fully adhered to. 
· Recommends IT strategies, policies and procedures, identifying problems and anticipating the future IT requirements of the trust. 

	Operational,  Strategic Planning:

	· To act as a point of escalation to IT Support Staff
· To oversee and co-ordinate the day to day running of the trusts IT support team delegating projects, and ensuring helpdesk requests are answered and resolved in a timely fashion
· To provide technical support to end users as required
· To oversee and assist with installation, configuration and maintenance of IT infrastructure, software and equipment
· Develop and maintain robust disaster recovery procedures in conjunction with key personnel
· Ensure disaster recovery functions are periodically tested
· To act as technical authority for the trust, providing advice to senior leaders of emerging technologies as appropriate
· Attend relevant meetings where the IT service is being discussed
· Manage IT aspects of school improvement projects, liaising with project stakeholders appropriately
· To safeguard health and safety with particular regard to IT provision and usage across the Trust
2. To liaise with the schools Site Manager, Business Manager and Senior Leadership  Team to co-ordinate with and advise on future expansion projects and re-development of the school site and IT infrastructure.
· To co-ordinate and deliver projects outlined in the schools improvement plan
3. To ensure the SLA agreements for each school within the trust are met and reviewed annually. To ensure any complaints or issues raised by the relevant headteacher are reviewed and actioned accordingly. 
4. To implement systems which are cohesive across the Trust, and where possible make cost savings by sharing trust resources and equipment. 


	Curriculum Provision and Development:
	· Manage the Trust’s delegated IT revenue and capital budgets, ensuring value for money  when purchasing school services as well as  IT hardware and software. 
· To forecast and anticipate IT requirements, prepare an annual IT budget for all schools within the trust. 
· Advise curriculum leaders as appropriate regarding IT hardware/software/services provision, ensuring best value and vendors are reputable and meet GDPR compliancy. 
· Ensure the Trust’s IT infrastructure is current and future proofed as far as possible and fully supports latest curriculum initiatives

	Staffing, Staff Development, Recruitment and Deployment of Staff:

	· To take part in the school’s staff development programme by participating in arrangements for further training and professional development
· To work as a member of a designated team and to contribute positively to effective working relations within the school
· Ensure IT support staff are appropriately recruited to meet the needs of the Trust 
· Ensure IT support staff receive sufficient training in respect of their responsibilities
· Hold training sessions and provide documentation for technologies and processes in accordance with the needs of the Trust to meet the needs of all stakeholders
· To engage actively in the Performance Appraisal Review process 
· To actively seek and encourage apprenticeships schemes within the IT department. 

	Quality Assurance:

	· To adhere to and to help to implement school quality procedures
· To contribute to the process of monitoring and evaluation of the use of IT in line with school procedures 
· To implement modifications and improvement where required
· Monitor external contracts to ensure service providers meet or exceed their obligations

	Management Information:

	· To maintain appropriate records and to provide relevant accurate and up-to-date information for the school’s management information system
· Ensure the trust’s data is adequately protected and that systems are used in accordance with applicable school policies and legal requirements (namely Data Protection Act 1998 and General Data Protection Regulation (GDPR)
· Ensure systems are secure and documented
· Review, develop and contribute to the implementation of the Trust’s e-safety, Data Security and other IT related policies

	Communication:

	· To communicate effectively with all stakeholders as required
· Where appropriate, communicate and co-operate with persons or bodies outside the school
· To follow agreed policies for communications in the school
· Attend meetings as required 
· To prepare and provide reports as required

	Marketing and Liaison:
	· To be responsible for the development and support of the Trust’ websites and e-learning platforms

	Management of Resources:

	· Asset manage IT equipment and ensure loaned equipment is returned in a timely fashion
· Ensure the Trust has adequate software licenses to cover use
· Ensure adequate consumable stock is maintained and replenished as necessary

	Other Specific Duties:

	· to play a full part in the life of the school community, to support its Strategic Commitment, Purpose and Intent and to encourage staff and students to follow this example
· to promote actively the school’s policies
· to continue personal, professional development
· to actively engage in the school’s self-review and evaluation processes
· to actively engage in the school’s Appraisal of Performance processes
· to comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate
· to attend meetings as determined in the meetings policy and as directed by the Executive Principal
· to comply with the school’s procedures concerning safeguarding and to ensure that training is accessed

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. Employees are expected to maintain a standard of dress conducive to their position as professionals and in setting an example to students.

	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.
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