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Job Description

Job Title:


IT Manager

Grade:



VIAT 11
School / Department:

VIAT Central (All Schools)
Base:



VIAT Main Campus, Maidstone
Hours:



37
Reports to:


Director of IT
[image: image1.png]
1. Job Summary

The IT Manager will be a key post the delivery and improvement of IT services across the Trust and within the member schools. Primarily a management rather than technical role, the post-holder will nevertheless be expected to take a ‘hands-on’ approach to providing IT support and in particular will be the first point of contact for support within the five primary schools.

To this end, the role will cover three key areas:

· Delivery of first and second-line support to staff and students within the primary schools and central VIAT functions, making use of technical expertise from staff within the existing IT teams to supplement the service where appropriate;

· Providing operational and IT service leadership to the various IT teams within the schools, specifically driving improved standardisation, reporting and service management across the Trust;
· Overseeing day-to-day implementation and delivery of IT development projects within the schools and central functions.

In effect, the IT Manager will act as the operational lead for IT within the Trust, delivering the strategic and technical objectives set out by the IT Director.
2. Key Working Relationships

· Director of IT
· Headteachers
· School Improvement Director – Primary

· Users – Primary and VIAT Central Staff
· School IT Teams
3. Key Result Areas
Day-To-Day Support
· Provide a responsive, well-received and comprehensive IT support service to the primary schools and central functions within the Trust;
· Act as the 1st point of contact for supported staff and students, providing telephone cover as consistently as possible;
· Resolve technical issues and enquiries as promptly as possible and within specified support levels;

· Maintain documentation and data on incident handling through the IT service desk platform;

· Escalate support issues as required, making use of staff within the IT teams to provide more technical input and expertise as required;

· Develop, deploy and support e-Learning schemes for pupils within the primary schools where requested, delivering and end-to-end solution;

· Provide advice to headteachers on the use, maintenance and development of IT infrastructure and systems as appropriate;

· Advise the IT director on development priorities, in order to resolve issues, maintain function or improve service delivery.

IT Service Management
· Analyse, develop and implement robust IT support processes across the Trust, introducing standardisation where appropriate, recognising the benefits of independence and distinctiveness of each school;

· Ensure that routine and planned maintenance activities are completed and monitored appropriately in order to provide assurance to the trust of service availability, security and integrity

· Monitor incident, problem and service request handling across the schools through the service desk platform, following up on long-running or stalled activities as necessary;

· Ensure that information within the CMDB is maintained accurately and is updated in a timely fashion by IT teams in order to accurately reflect the status of the organisation;

· Develop and maintain a robust change management framework across the Trust, acting as the Change Manager to plan, authorise and coordinate changes.
Budget and Contract Management
· Provide management and coordination of IT budgets for the primary schools and central functions;

· Maintain oversight over IT budgets within the secondary schools in order to monitor expenditure and practice, providing support and coordination as necessary;

· Review, maintain and implement contracts for services as required, ensuring that contracts are managed and renewed where necessary in line with procurement requirements;

· Coordinate IT development, replacement and renewal projects across the schools ensuring that an effective equipment lifecycle management process is in place.

Project Delivery
· Develop, implement and review local infrastructure, system and equipment projects within the primary schools and central functions;

· Oversee projects within all schools across the Trust, maintaining effective control of any interdependencies and taking advantage of commonality or standardisation where appropriate;

· Maintain effective project documentation, particularly with regards to the provision of assurance to the Trust executive and Board;

· Ensure that effective stakeholder communication and engagement is performed as a key part of all development projects.

Safeguarding

· VIAT is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Equality and Diversity

· The Trust is committed to valuing diversity in employment, service delivery practices and its general environment. An expectation of all leadership posts within the Trust is that each individual will take responsibility for promoting inclusive and accessible service provision, staff development and a culture that values and respects difference.
4. Flexibility, Mobility and Activity
The IT Manager role is a particularly mobile one where travel to the various schools will be a regular and consistent feature, both routinely and in an ad-hoc manner. The post-holder will need to be willing to travel frequently, and indeed will embrace the desire to meet users face-to-face. This, as well as the need to frequently deliver work out of hours, will mean that a significant degree of flexibility in working hours will be necessary, often with little or no notice.
The post-holder will be expected to perform a wide-range of manual tasks (movement, installation and decommissioning of equipment) as part of the day-to-day work as well as for specific project related activity.
5. Statement

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job, and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be set out in the above job description, but please note that Valley Invicta Academies Trust maintains the right to update your job description from time to time, to reflect changes in or to your job.  You will be consulted about any proposed changes.

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

Person Specification: IT Manager
	AREA
	ESSENTIAL
	DESIRABLE

	Qualifications

	· Qualified to undergraduate Degree level or able to demonstrate equivalent practical experience
	· Possess an undergraduate or postgraduate degree in an IT, Computer Science or similar technical subject
· ITIL Foundation or enhanced certification
· PRINCE2 or APM qualifications

	Experience


	· Delivery of first and second line support to users in telephone, email and face-to-face settings
· Delivery of first and second line support to senor / executive level users

· Delivery of ongoing improvement and development within an IT service setting

· Management of IT support and technical teams in a distributed environment

· Successful delivery of IT projects both directly and through others

· Management of complex budgets including, pay, capital and non-pay components

· Development, maintenance and management of excellent documentation and written communication
	· Management of complex IT delivery programmes with a wide range of inter-dependent projects and activities
· Implementation of good-practice IT service management practices within existing teams

	Knowledge


	· Understanding of tools, techniques and processes necessary to deliver a comprehensive, ‘hands-on’, first and second line support service to users
· Familiarity with local operating system and relevant application technologies
	· Familiarity with deployment and management tools for Windows and Apple devices

	Skills


	· Ability to communicate effectively with users and stakeholders at all levels of the organisation, particularly able to demonstrate persuasion and influence skills
· Effective at providing an ‘end-to-end’ service where achievement is measured by user satisfaction

· Ability to prioritise tasks effectively balancing a complex array of factors

· Technical skills appropriate to deliver IT support services to students and staff by telephone, email or in face-to-face environments
· Able to manage and deliver projects of varying scales and complexity, particularly with the ability to engage stakeholders
	· Demonstrable skills with Active Directory management, MDM platforms, telephony systems and networks

	Attributes


	· Excellent one-to-one personal skills, particularly when communicating complex IT issues to non-technical staff and students

· Independent and self-managing with the ability to exercise excellent judgement when considering the need for escalation

· Ability to both lead and work as part of a team, particularly promoting development of staff
· Possessing a calm, friendly nature
· Flexible approach to tasks, new ideas and change
· Professionally discreet and able to respect confidentiality

· Confident and able to use own initiative
	

	Other
	· Must be able to drive and have own transport for work purposes – the distributed nature and location of the sites makes use of public transport impractical
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