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Position Details
	Employer
	Nagle College, Bairnsdale

	Employee
	

	Position
	Computer Network Manager

	Location
	IT2 Office

	Department
	Computer Networking Services (CNS)

	Responsible to


	

	Immediate Supervisor
	

	Hours of Work
	8.00am to 4:30pm

· 20 minute morning tea

· 50 minute lunch

	Classification/

Days of Work
	School Officer

· Level  XX

· Subdivision XX

· 5 days per week

· 7 weeks annual leave

	Duites

Duties cont……

Duties cont……


	Core Duties

1. To maintain the computer network infrastructure, including Network Cable, Switches, Routers, Firewalls and server

2. Install, and maintain software on File servers, and other network infrastructure components as required. 

3. Develop plans and procedures for computer network disaster recovery

4. Maintain plans of computer layout, including cabling and computer workstations

5. Provide advice and recommendations to the ICT Manager/Business Manager/Principal (where appropriate) on current and future computer networking and infrastructure requirements and plans.

6. Implement changes to the computer network and associated infrastructure based on approved plans.

7. Synergetic System Administrator  liaising with CDA as and when required

8. Liaise with hardware and software suppliers on the purchasing of hardware and software

9. Develop user reports from the various administration packages used by the school to meet the equipments of the various users of these databases

10. Maintain the staff and student user accounts on the college computer system.

Supplementary Duties

A. To support students and staff with ICT issues via the telephone and email systems, and at their workstations as required outside of normal working hours

B. To support Lee Duffin and Ian Hearnes in the day-to-day end user support requirements.

C. Support students and staff more directly in the classroom in the form of a demonstration, tutorial or lesson; with the aim of helping the teacher become more independent in the teaching and use of the software

D. Support and train staff in groups of various sizes upon the introduction of new software

E. To attend IT, Staff and other meetings as required to maintain an awareness of ICT issues, and to participate in discussions as required

F. To support Nagle College events as required, both in and out of school hours, both on campus and off with technical support particularly with ICT and lighting issues

	Highest Priority
	Core duty numbers – 1, 7, 10, 6, 5, 3 , 9 etc

	Most time- consuming
	Core duty numbers – 9, 7, A, B, 2, F

	Date last revised
	23rd August 2005

	Signed:
	Employer:  __________________________________

Employee:  __________________________________
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