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Job Description – ICT Support Engineer
Background Information
St. Clare’s, Oxford is an international, coeducational college with a mission “To advance international education and understanding”, something it has been doing successfully since its foundation in 1953.

The mission is integral to the ethos of the college and provides an intellectual and philosophical focus for its activities. There are, for example, students from over 40 countries studying at St. Clare’s, all but a small proportion of whom live in College houses.  In addition, the College teaches 24 languages, reflecting the linguistic richness and diversity of its community.

The College offers a variety of other courses which complement its mission, all of which are recognised as models in their field.

St. Clare’s is home to some 350 students from 45+ nationalities and employs approximately 200 people.  It operates in the beautiful conservation area of North Oxford, owns 24 buildings and leases four more. The majority of buildings are late Victorian and Edwardian and provide a distinctive atmosphere for study and living.  Standards of upkeep are high as are the costs of maintaining plants and buildings. The College has an ambitious development plan to improve the quality of its residential accommodation to a point where it will have some of the best boarding houses in the UK.  It has a beautiful library building and attractive gardens.  

Candidates are encouraged to spend time looking at the College website on www.stclares.ac.uk which provides a huge amount of information about its programmes. Even a quick perusal conveys the complexity of  the courses on offer. St. Clare’s is rather more than a conventional “school” and there are, in a nutshell, three business streams, all of which operate under the direction of the Principal.

1. International Baccalaureate Diploma. Approximately 235 students follow this internationally-recognized two-year course; the majority of students will continue their studies at universities in this country.  A Preparatory IB course is also offered for a maximum of 40 students.  All full-time Pre-IB and IB students are housed in College properties within a very short distance of 139 Banbury Road.
2. Liberal Arts programme.  This programme caters mainly to American undergraduates who follow a variety of courses for one semester.  The most popular semester is the fall semester; numbers are lower in January.  In addition, inter-sessional (short courses) are provided plus closed groups (for students from one university only) in January, May and June.
3. English as a Foreign Language (EFL).  The College operates a number of different courses as part of this business stream. 
· The University Foundation Course, a one-year course which prepares overseas students for entry to British universities; it combines the study of EFL and academic subjects.

· The English with Academic Subjects Programme, an enrichment programme for students who wish to improve their English through the study of academic subjects, usually for one term.

· EFL year-round programmes for students aged 17+

Finally, a nine-week summer programme offers EFL courses, IB teacher courses, IB revision courses and bespoke courses for groups and individuals.

The College is in a strong financial position based on successful recruitment of students in all its courses; recruitment has been particularly successful for the IB programmes and for Summer Courses.

The College is proud of its liberal traditions and the warm and friendly relationships which are at the heart of its ethos.  As a place to work, there is a strong emphasis on working in a collegial way. 

Governance
St. Clare’s, Oxford is an educational charity incorporated as a company limited by guarantee. It is governed by a board of 12 trustees.  Day-to-day running is overseen by the Senior Management Group, comprising the Principal, the Bursar, the Vice-Principal, the Director of English Language Courses and the Director of Liberal Arts Courses.
ICT section

The section is made up of four posts: Head of IT, Systems and Network Manager, Support Engineer (this post) and ICT Assistant (a University student on a work placement).  ICT are responsible for the smooth running of:
· Wifi network encompassing some 25 buildings and approximately 75 wap’s

· A local area network with a fibre gigabit backbone using Cisco switching hardware

· 20 virtualised servers mostly running Windows Server supporting Microsoft server applications like Exchange, MSSQL, SharePoint, DFS and ISA as well as business applications

· Approximately 75 Desktop PCs used by administrative staff

· Over a 100 laptops, Mac’s and iPads used by the academic community

· 12 internet connections using modern VPN and routing protocols to create a wide area network over north Oxford

· Students supply their own IT hardware which is also supported by the IT department

Purpose of the role and reporting structure

Reporting to the System and Network manager, primarily this role will be to provide second line support for IT network infrastructure, server systems, peripherals and encompassing problem shooting systems integration issues.  The role also entails providing first line support across a wide range of software and hardware when required.
Duties & Responsibilities
	Support and documentation

	Second line support to all users on all areas of IT within the school

	Provide first line support in the absence of the ICT assistant

	Infrastructure maintenance

	Assist the System and Network Manager in the maintenance of the network infrastructure, mostly configuring edge kit

	Assist Head of IT trouble shooting systems integration issues

	Undertake network performance diagnostics and analysis

	Perform server hardware and software upgrades on the Microsoft and VMware based virtual servers

	Manage and maintain the role out of security patches, service packs and antivirus updates

	Manage and maintain the Active Directory environment including establishing and implement group policies.

	Systems maintenance on the many SQL database driven systems in place for student management systems, accounting , personnel, catering, access control, etc.

	Development and maintenance of UMRA scripts (for AD management)

	Be responsible for researching and developing the use of laptop/desktop management technologies

	Governance

	Ensure registers of hardware and software are maintained

	Oversee the annual software audit

	Other

	Maintain an awareness of appropriate technologies 

	Producing identity cards and trouble shooting issues in the absence of the ICT assistant

	Train the ICT assistant in any areas not covered by the hand-over documentation

	Specifying and researching procurement recommendations for laptops/desktops/tablets etc.


Person Specification
The successful applicant will have demonstrated the following:
	Essential
	Desirable

	Education and qualifications

	CCNA
	

	
	ICT related degree or equivalent

	
	MCSA server

	
	MCSA SQL

	Knowledge, skills and experience

	Proven experience in a networking support role
	

	Solid experience of Windows Server 2003/2008/2012
	

	Broad IT experience in MS Windows environments and typical office applications
	

	Some experience of using SQL, including writing stored procedure
	

	Experience of technically complex ICT problem solving and fault resolution
	

	Experience of providing high quality customer care in person and over the phone
	

	An enthusiasm for all areas of ICT
	

	
	Experience of Server/Client Virtualisation technologies such as VMware

	
	Some experience of MACs and IOS devices

	
	Knowledge of web based scripting languages

	
	Experience of working in a school environment

	
	A keen understanding of the latest ICT issues, skills and products

	
	

	
	

	
	

	Personal skills and attributes

	Able to take ownership of a problem and see it through to a conclusion
	

	Communicate well verbally with all levels of staff and students
	

	A commitment to providing a responsive and supportive service
	

	
	Ability to create and maintain IT related documentation.

	
	


Outline Terms and Conditions

1. This is a full time position, for 35 hours per week, Mondays to Friday.
2. The starting annual salary will be £23k – £25k p.a. 
3. The probationary period is six months, during which time there is a one week notice period on either side. Thereafter notice is one month on either side.
4. Holiday entitlement is 22 working days per year plus normal public holidays and the period over Christmas when the College is closed. 
5. Work on a number of bank holidays will be needed with time off in lieu (the College is usually open for all such public holidays except those at Christmas and the New Year).
6. A contributory pension is offered through the College’s group personal pension scheme or an existing personal pension scheme. In all cases the employer pays double the contribution of the employee, up to a maximum of 10% of gross salary. Employee contributions above 5% may be made but do not attract employer contribution.
7. Death-in-service benefit is four times annual salary.

8. A free lunch is provided in the College dining room or The Sugar House café. 
9. The College operates a childcare voucher scheme.
References and checks

All offers of employment and contracts are issued subject to satisfactory references and satisfactory outcomes on completion of all necessary checks, including criminal records and establishing the right to work in the UK. In some cases some or all of these checks will have been undertaken before an offer is made. Taking up employment will be subject to the satisfactory completion of all necessary procedures. Under the National Minimum Standards for Boarding Schools, we are required to follow the guidance in Safeguarding Children and Safer Recruitment in Education) and undertake additional checks on all employees:
· Full written references, and phone references on quoted referees, including current employer, maybe obtained before or after interview.  On occasion, further information may be sought in writing, by phone or by other means.  By providing details of previous employment, it is assumed that the employee/prospective employee has given consent for this contact, and no specific consent of the employee/prospective employee will be sought.  You should indicate specifically if you wish St. Clare's to refrain from contacting your current employer. References from friends or relatives will not be accepted.

· The College reserves the right to make contact with any previous employer and to make any additional enquiries it considers necessary in order to meet its responsibilities in relation to employment of people working with students who are under the age of 18 or vulnerable adults.  This is to establish the reason for leaving the position.

· Police checks / Disclosure and Barring Service checks will also be undertaken, for which employees / prospective employees are required to provide information and consent. A Certificate of Good Conduct is acceptable if you are returning from abroad. 

· Satisfactory completion of a health questionnaire.

The interview process will include some testing of key attributes.

HOW TO APPLY

Applications must be made using the College’s standard application form which can be found on the College’s website at www.stclares.ac.uk/Jobs Applications should ideally be submitted by email to recruitment@stclares.ac.uk.
Alternatively, send to:
Recruitment
Human Resources Department
St Clare’s, Oxford
139 Banbury Road
Oxford OX2 7AL
Tel: 01865 552031

Deadline for applications is 4th October 2013
Interviews will take place at St. Clare’s, Oxford during the week starting 7th October 2013.
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