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HEAD OF IT
Salary: £45,312 - £53,337 p.a. (Including LWA)
Contract: Full-time - Permanent
Trinity Laban Conservatoire of Music and Dance is a forward thinking, contemporary and world-class Higher Education Institution with a vision to redefine the conservatoire for the 21st century. At the leading edge of music and dance training, it provides specialist education of the highest quality, which reflects the increasingly collaborative world of artistic practice and supports the lifelong career development of students and professional performing artists. 
Following the decision of our current Head of IT to retire after nearly 20 years dedicated service with the Conservatoire, we are seeking to recruit a successor.

We are looking for a talented and experienced individual to lead our IT Team. You will play an important role in the ongoing development of Trinity Laban’s IT infrastructure so as to continue to support our teaching, research, clinical and business activities.
The post of Head of IT fulfils an important key senior management role for the Conservatoire’s busy professional services. Responsible for a team of IT professionals, the postholder is at the centre of managing our IT infrastructure, IT projects and procurement and planning an extensive programme of maintenance and upgrades across the academic year. Reporting to the Director of Strategy and Business Operations and liaising with senior members of staff, you will deal with contractors, students, staff and external professionals on a day to day basis. This is a key, and demanding position, where it is vital to be able to draw on strong previous experience of leadership and project management.
We are looking for candidates who can demonstrate that they have the necessary skills, experience and commitment to enable them to thrive in this challenging and exciting role.
As an equal opportunities employer we positively encourage applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender identity and expression, religion or belief, marital status, or pregnancy and maternity.

For a job pack and application form, please visit www.talentedu.co.uk or contact mholleran@talentedu.co.uk  
For an informal discussion about this post please contact Mark Holleran at TalentEdu at mholleran@talentedu.co.uk  who have been exclusively retained for this role.

Telephone: +44 (0) 203 290 290 7
Closing Date: Tuesday 2nd September 2020 at 23:59 hours BST (No Agencies)
Interview Date: Week commencing 14th September 2020
All of our taught programmes are validated by Trinity Laban Conservatoire of Music and Dance.  Research degrees are validated by City University, London.

Trinity Laban Conservatoire of Music and Dance is a company limited by guarantee registered in England and Wales Company No. 51090. Registered Charity No. 309998.
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Role Description

Post:


Head of IT

Reporting to:
Director of Strategy and Business Operations 

Grade:


8


A: Main Purpose and objectives

1.
Main purpose: to manage and develop all aspects of IT provision at Trinity Laban.

2.
The Head of IT’s objectives will be:

2.1 to ensure the security and continuity of Trinity Laban’s data and systems

2.2 to develop and implement an IT strategy which supports the corporate and strategic aims of Trinity Laban

2.3 to build and manage an IT user support service which responds to and resolves IT and telephony issues, and which promotes a high level of confidence in TL IT systems and staff

2.3 to maintain and develop the TL IT infrastructure – servers, networks, end user IT, and corporate systems - such that it supports the current and future needs of the institution as expressed in the TL strategic plan

2.4 to prepare and manage the IT budgets, and procure appropriate hardware, software and services, ensuring Value for Money by leveraging framework contracts, licensing programmes, and educational purchasing schemes

2.5 to develop and maintain appropriate IT policies and procedures, ensuring adherence to best practice and relevant statutory or legal obligations such as Data Protection, Freedom of Information and the GDPR.

2.6 to ensure appropriate support and maintenance contracts are in place and are renewed in a timely manner.

B:   Main Responsibilities 

3.   IT service management 

3.1
To ensure the IT support function meets the needs of the organisation, in terms of expertise, customer service skills, and availability

3.2
To ensure a high level of confidence in IT systems and IT staff

3.3
To plan ongoing IT maintenance work, consulting with service users as appropriate and providing sufficient notice of disruptive works

3.4
To build and maintain good relationships with TL users and teams, and maintain an awareness of institutional priorities

3.5
To establish and uphold relevant IT policies and procedures, in accordance with industry best practice, and ensure adherence to statutory and legal obligations such as DPA, FOI, GDPR, and software licence terms

4.
Risk management

4.1
To ensure that appropriate security and backup systems are in place to protect TL’s data and systems, and that these are regularly tested

4.2
To maintain a broad knowledge of IT Security matters, including current and emerging threats, best practice, available resources, and accreditation schemes

4.3
To ensure that IT staff have the appropriate IT Security skills and knowledge

4.4
To ensure that IT staff have an appropriate level of Health & Safety knowledge and best practice

4.5
To advise the Director of Strategy and Business Operations on the effectiveness of the HEI’s Business Continuity (Disaster Recovery) Plan, assessing risks and recommending strategies to lessen them

4.6
To work collaboratively with TL auditors in support of TL’s risk management processes

4.7
To manage emergency situations effectively, ensuring regular and appropriate communications with stakeholders, maintaining the safety and security of people and data, and drawing on available resources as needed

5.
Maintenance and Improvement

5.1
To ensure that all IT hardware and software is maintained and updated on a regular basis, to include security updates, software patches and updates, and hardware fixes and replacements

5.2
To ensure an appropriate comms infrastructure is in place and maintained, to include telephony, inter-site connections and internet connections

5.3
To oversee the maintenance and development of general IT systems such as Email, Data Storage, Wired and Wireless Networks, Printing/Scanning, and provide an appropriate platform for the operation of specific systems such as Finance, Student Management, Timetabling, Registers, Payroll, and E-Learning

5.4
To ensure appropriate IT service contracts are in place and reviewed/renewed in good time

5.5
To identify opportunities for improvement, and recognise when major change is needed to support institutional objectives and aspirations

5.6
To maintain an awareness of how staff and students use IT services, and how they would like to access them

6.
Head of Department responsibilities

6.1
To build and manage an effective team of IT experts who can collectively deliver the TL IT service

6.2
To delegate appropriately to members of the team and provide opportunities for skills and knowledge development

6.1
To adhere to institutional staff management processes and procedures such as sickness reporting, staff well-being, and disciplinary procedure

6.2
To undertake, in liaison with the POD department, appropriate staff recruitment, induction, and performance monitoring activities

6.3
To facilitate good communication and collaboration within the department, and ensure staff are kept informed of institutional developments and initiatives

6.4
To prepare and manage the IT budgets, check and authorise invoices, challenge discrepancies, ensure Value for Money, and work collaboratively with the Finance department with regard to all matters financial

6.5
To ensure maintenance and support contracts are renewed in good time, and that contract termination is an appropriately managed process

7.
Procurement

7.1
To be responsible for the procurement and practical implementation of new network hardware and services, IT infrastructure (in the broadest sense), and communication systems, in liaison with the Procurement Officer, internal users and contractors 

7.2
To establish and maintain professional, business-led vendor relationships, and take suitable action when a vendor no longer meets expectations

8.
Technical

8.1
To maintain an overview knowledge of current and emerging IT technologies 

8.2
To maintain an overview knowledge of the technologies deployed at TL

8.3
To be aware of significant industry milestones, such as critical End of Life dates

8.4
To support the team in solving technical issues, contributing technical expertise as available


C: Other

9.
To understand the basis of the HEI’s academic and financial operation

10.
To assist the Executive team as and when necessary and undertake any other duties that may reasonably be required by the Executive

11.
To champion best management practice through personal example and leadership, propose changes and developments that are rigorous, prudent and able to exploit available opportunities

12.
To liaise with, and respond as necessary to such other institutions or organisations as may be involved in or associated with the HEI’s IT strategy and administration

13.
To attend any conferences or seminars that may be appropriate to the post

14.
To represent IT within the institution, attending all internal HEI meetings which are appropriate to the post

15.
To be familiar with, and operate within the HEI’s general rules and regulations, including those relating to health and safety


D: Organisational Relationships

16.
The Head of IT reports directly to the Director of Strategy and Business Operations. 

17.
The Head of IT will have corporate line management responsibility for all members of the IT team


E: Standards of Performance

(i) Satisfactory level of achievement of agreed maintenance targets, deadlines and 
milestone objectives

(ii) Lack of complaints regarding standard of IT Department’s service provision

(iii) Achieving and maintaining highest standards of service provision


F: Authority

(i) Authority to Act:-
Within guidelines provided by the Director of Strategy and Business Operations

(ii) Act and Report:-
To the Director of Strategy and Business Operations

(iii) Recommend:-
Strategy, policy, procedure to all HEI functionality


This is an outline description of the job as it presently exists. The job description will be examined periodically and updated to ensure that it relates to the job as then being performed, or to incorporate whatever changes are proposed by the HEI. Any such changes will be subject to consultation with the role holder. 
Person specification 
Head of IT

E = Essential

D = Desirable

1. 
Attainments
	1.1
	Appropriate professional/degree level qualification
	E

	1.2
	Experience in the delivery of IT at a senior level
	E

	1.3
	Experience of managing IT systems and services within a mid-sized multi-site organisation
	E

	1.4
	Experience in the recruitment and management of staff
	E

	1.5
	Experience of managing projects
	E

	1.6
	Knowledge of IT best practice, particularly with respect to IT security
	E

	1.7
	Knowledge of relevant legislation and regulation, such as Data Protection and Freedom of Information
	E

	1.8
	Proven ability to prepare/manage budgets and deliver major capital projects   
	D

	1.9
	Awareness/experience of technologies and applications typically in use within Higher Education, including administrative systems, teaching and learning technologies, premises management, and AV systems
	D


2.
Special aptitudes
	2.1
	Ability to communicate a clear vision and influence decisions
	E

	2.2
	Ability to network effectively but also work independently and as part of a team
	E

	2.3
	Good oral and written communication skills
	E

	2.4
	Ability to motivate staff
	E

	2.5
	Ability to apply both logic and creativity when seeking solutions and opportunities for improvement
	E

	2.6
	Attention to detail
	E


3.
Disposition
	3.1
	Be passionate about IT and its creative potential and application
	E

	3.2
	Outgoing personality, able to get on with a wide variety of people
	E

	3.3
	Self-reliant and a self-starter

	E

	3.4
	Good-humoured and flexible attitude
	E

	3.5
	Willingness to engage with the HEI’s scholarly purpose and charitable status, and operate appropriately and effectively within that environment
	E


CONSERVATOIRE VALUES: 

· All staff are expected to operate in line with Trinity Laban’s Terms and Conditions for staff, which set out the principles of how we work together. More information about the Conservatoire’s vision, mission and values is available at:

https://www.trinitylaban.ac.uk/about-us/governance/our-vision 

Trinity Laban has a no smoking policy on its premises.

The above list is not exclusive or exhaustive and the post holder will be required to undertake such duties as may reasonably be expected within the scope and grading of the post.  All members of staff are required to be professional, co-operative and flexible in line with the needs of the Conservatoire. 

Applicants for this role must be eligible to work legally in the United Kingdom.  If you do not have the necessary permissions to do so, unfortunately we are unable to consider your application.

IT Department Structure

[image: image2.jpg]TRINITY LABAN CONSERVATDIRE
OF MUSIC & DANCE





HEAD OF IT
CONDITIONS OF SERVICE – SUMMARY AND STAFF BENEFITS
Contract:
Permanent, Full-time, subject to a six-month probationary period.
Salary Scale:
Trinity Laban Staff Salary Scale, Grade 8, £45,312 - £53,337 p.a. inclusive of a London Weighting Allowance of £3,785 p.a. Salaries are paid on the last working day of the month into bank or building society accounts. 

Hours:
35 hours per week (with a daily lunch break of one hour), usually from 9.00am to 5.00pm.

Location:
You will be based at the King Charles Court, Old Royal Naval College, Greenwich, but you may also be required to work at the Laban Building, Laurie Grove and the Blackheath Halls.
Annual Leave:
25 days p.a in addition to Statutory, Bank and Public Holidays.

Pension Scheme:
The successful candidate will be auto-enrolled into the Universities Superannuation Scheme, if they meet the qualifying criteria. Employees contribute at the rate of 9.6% of their pensionable salary (from 1 October 2019). The Conservatoire pays the Employer’s contribution currently at the rate of 21.1% of pensionable salary (from 1 October 2019).

Sick Pay:
Trinity Laban operates the Statutory Sick Pay Scheme, and staff may be eligible for benefits in excess of this under Trinity Laban’s own sick pay scheme.  

Staff Development:
A range of Staff Development opportunities are available.

Library:
The Laban Library & Archive (Faculty of Dance) and the Jerwood Library of the Performing Arts (Faculty of Music) are available for use.

Car Parking:
A limited number of parking spaces are available at the Laban and KCC sites, subject to availability. 

Cycle to Work:          
A cycle to work scheme is operated. 

Give as you earn:      
A give as you earn scheme is operated.  

Cafeteria:
Our Cafeterias/Licensed Bars at both sites serve a range of hot and cold drinks and snacks.
Events:
There is a wide range of music and dance performances each week, many of which are free to members of staff.

Classes:

Reduced rates access to Adult Classes.

Eye Care:

Vouchers for eye tests are available for VDU users.

Health:  
Reduced rates for Health services and access to the Cash 4 Health plan. Details are available from the Health Department.


INFORMATION ABOUT TRINITY LABAN CONSERVATOIRE OF MUSIC AND DANCE
Trinity Laban Conservatoire of Music and Dance is the UK’s only conservatoire of music and contemporary dance. The unequalled expertise and experience of its staff, and its world class facilities housed in landmark buildings, put Trinity Laban at the forefront of vocational training in music, musical theatre, and dance.

Our history goes back to 1872 with the founding of Trinity College of Music in London. Trinity College of Music merged with Laban (founded in 1946) in 2005 to create Trinity Laban, now home to a creative and cosmopolitan community of students, teachers and researchers from around the globe.

We have a reputation for innovation and forward-thinking, and are focused on training students for life-long careers in our art forms. Each year we welcome over 1,000 students from over 60 countries to follow undergraduate, postgraduate and research programmes. Thousands more people enjoy music, dance and health activities as part of our lively performance and outreach programmes.

Our unrivalled roster of teaching staff includes respected academics, performers, composers and choreographers. Many of them are active researchers who push at the boundaries of their art forms, and extend our understanding of artistic and educational practice. We also welcome leading visiting artists, ensembles and companies from around the world, so our students benefit from working directly with today’s top performers.

We work together in a number of outstanding locations, including the 17th-century Old Royal Naval College at Greenwich (a World Heritage Site), the Stirling Prize-winning Laban Building in Deptford, and the magnificent Grade II listed Blackheath Halls. Our world-class facilities include state-of-the-art practice rooms and dance studios, flexible performance spaces and internationally famous libraries. Students also have access to the cultural wealth of London, and regularly perform at its leading venues.

To find out more, visit trinitylaban.ac.uk

Head of IT JD 13-7-20
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