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Step 2 Consider what core responsibilities and selection criteria need amending, bearing in mind they should still reflect the grade descriptors (to be verified by local HR)
Step 3 Once the review is completed, please copy the final list of responsibilities and selection criteria to the University job description template
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	Role
	IT Manager

	Standardised Job description code
	GENIT-02
	Grade
	7

	Role Purpose

	Manage the operational tasks of a small function, overseeing the provision of an effective IT service and responsible for contributing to the wider departmental management through the development and implementation of departmental IT strategy and procedures.

	Grade Descriptors

	[high level core purpose commensurate with grade descriptor] =not to be edited


	· Directs and supervises the operational tasks of a team
OR
Line manages a small team, providing operational oversight, development support and performance management. 

	· Communicates highly technical information with ICT colleagues and has the ability to distill complex information concisely to non-specialists.

	· Requires a high degree of judgement to resolve technical problems.

	· Has comprehensive knowledge of IT systems, processes, policies, procedures and quality standards.

	· Manages departmental and/or project IT requirements, development of IT systems on a university-wide basis.

	· Prepares detailed reports and communicates IT insights effectively to stakeholders, offering insights and recommendations for financial decision-making to committees.


	CORE RESPONSIBILITIES [high level work which applies to multiple employees] 

	Guidance on what can be changed can be found in the Toolkit for Managers & HR
Changes to core responsibilities must be checked and verified at local HR level to ensure edits are appropriate and remain within grade descriptor boundaries described above

	TECHNICAL SUPPORT

	· Provide an efficient and responsive support service for end users including account setup, network access and software installations

	· Diagnose and resolve technical issues relating to hardware, software, networking and equipment and devices

	· [bookmark: _Hlk187237561]Directing and supervising the operational tasks of a team alongside workload, providing coaching, guidance and training on best practices

	· Oversee IT procurement and maintain an inventory of IT assets

	· Responsible for installation, configuration and upgrade of computers/devices and software applications, within agreed service standards

	· Oversee the integration of AV systems within the IT infrastructure, including procurement and inventory management, system maintenance, issue troubleshooting and resolution, upgrade planning to ensure systems remain current, as well as providing user support and training.

	NETWORK & SERVER MANAGEMENT

	· Manage the server environment, network configurations and ensure reliability and security of IT infrastructure

	· IT SECURITY & COMPLIANCE

	· Carry out risk assessments on IT security and advise senior management on IT risks

	· Ensure adherence to University wide policies, protection of data and smooth running of the IT department

	· DATA MANAGEMENT

	· Responsible for the creation and maintenance of up-to-date, quality documentation of technical procedures and processes, best practices and FAQ’s to create a knowledge base for colleagues/users

	· Prepare reports or papers to inform decision-making and IT strategy, providing support to departmental committees and working groups as required

	· Take ownership of the generation of IT reports as required, suggesting improvements and mitigating actions, servicing and reporting to relevant committees

	· PROJECTS & CONTINUOUS IMPROVEMENT

	· Manage IT-related projects, collaborating with colleagues in other projects with IT considerations

	· Lead initiatives for continuous improvement to the efficiency and quality of the service/department, proposing changes to procedures and processes in line with service objectives and need

	· [bookmark: _GoBack]Foster positive and collaborative relationships with key suppliers and the University's central IT services to facilitate smooth IT operations. Participate in internal/external channels to share best practice.

	Selection Criteria
ESSENTIAL [defined by SJD] 

	· Educated to degree level or equivalent
· Strong oral and written communication skills, with the ability to work with staff at all levels
· Excellent problem-solving ability with the skills to diagnose complex issues
· Evidence of delivering excellent customer service, demonstrating an appropriate balance between technical problem-solving and a diplomatic approach, demonstrating tact, diplomacy and initiative dealing with a diverse range of users with varying needs
· Experience of designing, implementing and verifying IT policies across operating systems, databases, application and servers
· Evidence of identifying and implementing improvements, through the innovative selection, development and introduction of technical solutions
· Ability to contribute as an effective team member and independently
· If relevant to department structure – demonstrable experience of leading a small technical team


	Desirable

	




	Date
	

	Edits to core responsibilities checked & verified against grade descriptor by {Departmental HR contact}:
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