
Academy IT Lead
 JOB DESCRIPTION AND PERSON SPECIFICATION

Job Details


Post title: ACADEMY IT LEAD
Salary Range: Grade F (SCP 17-23) £31,022 to £34,434
Accountable to: Chief Finance and Operations Officer with the supervision of the interim IT Director.
Overall Purpose of


To support the delivery and development of IT services across Vantage Academies, ensuring reliable, secure, and effective technology provision to support teaching, learning, and operational functions.
 Main purpose of the post

  
As an Academy IT Lead, you will work as part of the Vantage Academies IT Team that provides a Trust wide support function. As part of the Trust team, you will join a new, up-and-coming technical support team, together you will deliver IT solutions across the Trust. 

You will support all schools and locations across the Trust.

As the IT lead, you will own all aspects of IT management, you will maintain the school infrastructure, service, and solutions, ultimately ensuring that all staff and students receive support when required. 

You will provide proactive and reactive on-site support, tracking service tickets to ensure the required systems and services are available to users as required. 

You work closely with the school, conducting regular meetings with SLT and key stakeholders, and be responsible for building a positive working relationship with school-based staff. You will represent the Trust IT Services team on-site and be responsible for implementing Trust Wide IT policies.

The Trust operates most services through It's In house team. It Is expected that you will have a sound troubleshooting skillset and use this to diagnose and support a range of systems and processes.
 Core Responsibilities and Tasks

 
Hardware
· You will install and configure new equipment providing support where needed.
· You will maintain and troubleshoot the school’s VoIP phone system.
· You will maintain computer peripheral equipment such as printers, scanners, whiteboards, and projectors, ensuring these are ready to be used by staff.
· You will ensure that IT facilities are well maintained – replacing keyboards, mice etc. as required.
· You will troubleshoot and maintain all aspects of PC and server hardware.
· You will liaise with external suppliers for the repair of equipment under warranty or maintenance contract or carry out repairs where appropriate.

Software
· You will install and test new software before release and maintain accurate records of school software.
· You will support users in the correct and safe use of technology.
· You will remove out-dated and unsupported applications where applicable and support the rollout of new systems.
· You will ensure the anti-virus software is installed, up to date and working correctly on all devices.
· You will ensure all software and operating system updates are installed as appropriate. 


Network Management
· You will liaise with the Technical Service team at our partner Trust to carry out basic network management tasks.
· You will carry out routine network maintenance tasks, such as VLAN changes.
· You will troubleshoot, maintain, and upgrade IT infrastructure with support where appropriate.
· You will be responsible for the documentation and testing of all passwords and infrastructure across the school, ensuring accurate record keeping. 
· You will implement Trust IT policies in full, ensure cyber security practices and Trust recommended ways of working are followed at all times. 
· You will diagnose and resolve all technical issues, escalating as appropriate. 
· Liaising with central team colleagues and third parties where needed, you will ensure timely resolution of IT issues.  As site lead you are responsible for managing your helpdesk and meeting SLA expectations. You must ensure that our helpdesk policy and procedures are followed at all times.
· Make changes to web filtering (where appropriate and approval has been given from DSL / senior leaders).
· You are responsible for ensuring Windows Updates are applied to devices within the agreed time period - this may Involve some flexible working out of hours to avoid disruption to key school services.

Relationships and Communication
· Develop and maintain a constructive, positive working relationship with staff and students to ensure the smooth running of the IT provision. 
· Work closely with key stakeholders to ensure IT systems, resources and facilities are managed effectively.
· Provide technical support regarding IT hardware and software, resolving queries and problems. 
· Maintain productive working relationships with external service providers, manufacturers, and suppliers to ensure that the best possible value and service is received.
· Provide information as required and liaise regarding projects and initiatives. 
· Advise, guide, and instruct staff and students in the use of ICT systems and equipment.
· Point of contact between central IT leads and school-based staff.
· Liaising with school-based staff to address local customizations and IT processes. 
· Hold weekly meetings with School Ops managers to ensure timely communication. 
· Working with central team colleagues to ensure IT processes are fit for purpose.
· Ensure timely communication with all school stakeholders. 
· Respond to helpdesk tickets with X time frame. 
· Ensure all tickets are updated with responses and resolutions. 
· Encourage staff at all times to use the school IT helpdesk. 
· Be a proactive and friendly member of the school team having good relationships with all staff. 
· Participate in weekly team meetings 
· Proactively engage with team discussions to share knowledge and expertise. 
· You will provide training for school staff when requested.

Resource Management
· Ensure that hardware and software audits are maintained and that a knowledge base is kept on hardware and software systems accordingly.
· You will ensure all computer equipment is registered on the Trust asset system.
· Track the school’s IT assets using the appropriate systems and procedures, carrying out an annual audit of assets as required. 
· Ensure adequate and secure storage of consumables and valuable equipment.
· Set up computing and audio-visual equipment for events as required.
· You will carry out proactive checks of the school IT infrastructure, ensuring any issues are dealt with accordingly.
· You will ensure that IT storage and workspace areas are always kept clean and tidy, maintaining a professional working environment.


Decision Making
· As the site lead, you will be responsible for owning and managing all aspects of the day-to-day operations, whilst making sure policies and processes are followed, seeking support\advice from the wider team when necessary.
· Provide relevant guidance in decisions regarding school IT policies and procedures.
· Make system and configuration changes in line with appropriate procedures and the Trust’s standard operating procedures.
· You will act within your delegated authority to meet the needs of the school, seeking support and guidance from the wider team when required.
· Be able to organise and prioritise workload effectively responding to school requirements. 

Work Demands
· Be able to work to deadlines but also be flexible to deal with frequent ad-hoc requests and unforeseen circumstances which can be lengthy to resolve.
· Demonstrate flexibility towards schools' requirements ensuring they are met in a timely manner. 
· Able to work with and assimilate detailed and complex information which requires periods of mental concentration. 
· Understand and apply the school’s statutory and organisational data protection requirements and expectations.

Physical Demands
· Role involves a considerable amount of computer-based work so DSE regulations will apply.
· Moderate physical effort required – the job will involve some lifting, carrying and installation of workstations.
· May involve working at heights when fault finding or testing.
· A driving license Is essential for this role as travel between academies maybe required.

Other
· You will be expected to support wider IT systems across the Trust, providing technical guidance and first line 'fault-fix' for systems such as BMS, Paxton, Inventry, Sign In App and CCTV, Bell Systems.
· You will be assigned responsibility for a system or technical process. Following a period of training you will be expected to lead on this area and support other engineers. This is part of our commitment to upskilling and developing our team.
· Lead school specific projects under the supervision and guidance of central team colleagues. 
· Support GDPR compliance by ensuring the school understands the consequences of their decisions. 
· Carry out CPD through various online platforms. 
· Keep central team colleagues up to date on IT hardware and software requirements on site. 

As this is a school-based role, It Is expected that you will take most of the annual leave outside of the school working time. Standard hours are 8:00am - 3:45pm Mon-Thursday, 8:00am-3:30pm on Fridays.

As this Is a Trust based IT role, you may be moved between schools within the 'local' cluster to meet support and cover demands.

This list Is not exhaustive and the postholder should be prepared to carry out any reasonable request or instruction from a line manager, in line with the job grading profile.

General requirements



1. You must promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or come into contact with
2. Responsibility for safeguarding and protecting the welfare of all students, being cognisant of the Safeguarding and Child Protection Policy and related procedures
3. Carry out all duties regarding the school’s policies and in compliance with the Trust’s Equal Opportunities, Health & Safety and Code of Conduct procedures.
4. Undertake necessary training associated with the post
5. Ensure that duties and responsibilities are carried out in accordance with Trust policies
6. Maintain confidentiality of information acquired in the course of undertaking duties
7. Be a role model for students and staff
8. Attend meetings, training sessions, after-school events and courses as required
9. Comply with health and safety procedures, information and resources in line with school policy
10. Undertake any reasonable duties as requested by the Headteacher or nominated delegate
11. Maintain a positive ethos


Vantage CE Academies Trust as an aware employer is committed to safeguarding and protecting the welfare of children and vulnerable adults as its number one priority. 

Vantage Academy Trust is committed to equal opportunities in employment and we positively welcome your application.

This commitment to robust recruitment, selection and induction procedures extends to organisations and services linked to the Trust on its behalf. This post is subject to an enhanced DBS check. We value variety and individual differences, and aim to create a culture, environment and practices at all levels which encompass acceptance, respect and inclusion. All our colleagues are expected to demonstrate a commitment to The Trust’s values and principles.

REVIEW ARRANGEMENTS The details contained in this Job Description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, Vantage CE Academies Trust will expect to revise the Job Description from time to time and will consult with the post holder at the appropriate time.

Job Description prepared by Adeel Sahi June 26
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	Minimum Requirements
	Measured by:
A) Application
B) Test/Exercise
C) Interview

	QUALIFICATIONS/TRAINING:
It is essential that the post holder is:
· Working at or towards national occupational standards (NOS) for IT 
· Users and knowledge / skills equivalent to current national qualifications in ICT Level 3 and / or vendor qualifications for the specific hardware / software used.
It is desirable that the post holder has:
· Previous experience of working in an education setting.

	

A



	EXPERIENCE/KNOWLEDGE:
It is essential that the post holder has: 
· Experience in a range of ICT system and software packages.
· Experience supporting end user devices – PC's, iMac’s, laptops, iPads etc.
· Experience of maintaining and supporting networks - Windows 10, Server 2016,
· Exchange, Office 365, MIS Office packages, wireless technologies, cloud technologies, SCCM, MDT, school management information systems e.g. SIMS, Arbor, Bromcom.
· 
	




	SKILLS AND ABILITIES:
It is essential that the post holder: 
· Resolve technical faults and varied IT issues within the Academy.
· Ability to work effectively with different stakeholders within the academy and the trust
· Ability to manage workload effectively
· Excellent customer handling and inter-personal skills, including diagnostic questioning, and the ability to deal with difficult situations.
· Ability to cope with change and adapt quickly to new and developing technologies
· The ability to work proactively with good planning and organisation skills
· Good verbal and written communication skills and ability to communicate with all stakeholder levels
· Familiar with MS office/O365 to enable the production of reports and record keeping
· Target focused
· Good time management and punctuality
· A flexible approach to out of hours working
· A self-starter
· Ability to problem solve and think creatively
· The ability to work proactively with good planning and organisation skills
· You will be flexible, reliable, a team player, problem solver, good communicator, well organised, adaptable and proactive.
· A full English driving license and a willingness to travel across all Vantage academies
· Possessing a relevant qualification for the role attained as part of education in the UK or full taught in English by a recognized institution abroad

It is desirable that the post holder has:
· Passing an English spoken language competency test or possessing a relevant spoken English qualification at CEFR Level B1 or above, taught in English by a recognized institution abroad.
· Awareness and sensitivity with regard to equal opportunities and race equality
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