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Job Title – Head of ICT / ICT Manager
HOME is Greater Manchester’s international contemporary cross art form production and presentation centre that has an acute focus on bring curious multi-generational and diverse audiences together with great artists, art works and important ideas about the world we live in.  HOME is playful and fun but not afraid of big ideas and issues.  HOME is a people place not a cultural palace.  Every member of Team HOME wants to make a difference to our city region though great art work.

HOME was created from the merger of two much loved Greater Manchester institutions, Cornerhouse and the Library Theatre Company.  Our new £25m building, funded by Manchester City Council, ACE and numerous donors, trusts and foundations, opened in May 2015 and has been a huge success with: 

· over 1m visits in year 1

· making a financial surplus

· achieving very strong audience approval 

· local, national and international artistic recognition and plaudits

· establishing a new high quality artistic brand
· creating a ‘must visit’ cultural destination in Manchester
HOME includes a 450 seat theatre, 140 seat flexible theatre space, 500m2 gallery space, 5 cinema screens, education spaces, digital production and broadcast facilities, café bar, restaurant, offices and other ancillary spaces consistent with a production centre, a making place – intimately concerned with providing new opportunities for artists and audiences to create work differently.   For more information see appendix 1 and visit our HOME website here.
HOME is a National Portfolio Organisation receiving 3-year funding from Arts Council England.  As part of the move HOME entered into a long term funding arrangement with Manchester City Council. Additional public funding is received from British Film Institute and Association of Greater Manchester Authorities.
Home is a registered charity. Our turnover is £6.5mill per year. HOME generates income through ticket sales, fundraising and commercial trading. We run a very successful café and 3 bars, an onsite shop, events and conferencing business and a publication and book distribution company – Cornerhouse Publications. We employ around 90 permanent staff complimented by a large number of casual staff and volunteers.
You will be part of an exciting forward-looking organisation working with a wide range of artists, partners, audiences and stakeholders. Our team is enthusiastic, motivated and engaged so expect to be challenged ! If you can share our ambition and have the skills, knowledge and experience to do the job, this offers a great and unique opportunity.

Our Ideal Candidate
Our ideal candidate will be an experienced ICT professional who combines considerable techincal knowledge with the ability to help us shape HOME’s digital future.  We wish to appoint a team player who will enjoy the challenges of being part of a creative organisation with an extremely motivated and dedicated team.  The ICT team currently consists of two people. This requires the Head of ICT to work strategically and operationally simultaneously ,  to balance competing priorities and enjoy the prosepct of working in a fast paced, lively environment.  
Application Procedure
Please complete the HOME application form telling us how you meet the Person Specification for this role and return with a completed Equal Opportunities questionnaire.  
The deadline for applications is 24 April 2017 
Interviews will take place 3 May 2017 
Please email a PDF copy of your application to:  pat.raikes@homemcr.org
Unfortunately, we cannot acknowledge receipt of applications. 

If you have not heard from us by 28 April 2017 please assume that we will not be taking your application any further.

HOME strives to be an equality of opportunity employer 
Thank you for your interest in this post.
Job Description for HEAD OF ICT / ICT MANAGER
JOB TITLE:
Head of ICT / ICT Manager

DEPARTMENT:
ICT Department

SERVICE:
ICT

GRADE:
1 

RESPONSIBLE TO:
Executive Director

RESPONIBLE FOR: 
ICT Support Technician 

Overall Role Purpose:

The Head of ICT/ICT Manager is a key senior officer role within HOME and will have responsibility for the strategic direction and leadership of the ICT function.  In addition to maintaining the effective delivery of services on a day to day basis the post holder must ensure the service is able to meet the ambitious transformation objectives of HOME, whilst ensuring departmental project work and developments are maintained. There is a high degree of specialism and complexity to this work as it crosses organisational and sector boundaries with multiple stakeholders; the Head of ICT will have the professional credibility to advise, guide and steer on significant transformational programmes.

The post holder is responsible for leading the ICT service and for delivering a sustainable, secure service able to scale with business demand and adapt to rapidly changing business models, customer requirements and legislative changes.  

· Leadership of the ICT department.

· Managing significant risk and impact for HOME.
· The development and maintenance of the organisation’s ICT systems and services to support the delivery of high quality services across the business: ensuring that at all times systems are robust , easily supportable and operate efficiently and effectively 
· Overall control of the ICT strategy and function including all hardware, communication and information systems and software, internet technology, disaster recovery, document imaging and telephony.

· Responsibility for Data Protection and Information Security within the organisation.

Main Duties / Responsibilities:

· Design and implementation of an ICT strategy that allows the organisation to achieve its business objectives. Regularly review the support ICT can play in driving change in the business and support delivery of its goals.

· Lead, motivate and manage staff within the ICT team and ensure that all functions are managed within the overall aims and objectives of the organisation and that all actions taken are in line with Policies, Procedures, Budgets and Financial Regulations.

· Develop and maintain effective ICT systems for the organisation providing value for money and complying with all relevant good practice in procurement and management of IT systems and contracts.

· To ensure a good understanding of the business imperatives of HOME, of the HOME brand and organisational values in order that this informs judgement in recommending tech based solutions and interventions to advance the business. 

· Investigate and evaluate relevant new technology for the business, procuring and implementing in partnership with users.

· Ensure that the organisation has robust operational ICT procedures and policies that reflect best practice of the highest standard, ensure compliance with legislative and regulatory requirements and protect against risks of unauthorised access to data, data loss and loss of service due to malicious activity or major incident.

· Take overall responsibility for the provision of data storage and reporting facilities to ensure that all statutory, management and local key performance indicators and annual key task results are recorded, and are available for reporting to the Board and external agencies as appropriate.

· Ensure that the ICT department deliver a high quality customer focused service and manage the ICT Support Technician to this end.

· Lead on the development and delivery of appropriate ICT skills plan for the organisation.

· Oversee the management and control of budgets across the ICT function and, for ICT procurement across the organisation as a whole, ensure efficient services and that all transactions are in accordance with the Financial Regulations, and within budgets.

· Contribute to the effective management of the organisation through effective team working with Senior Management Team and other staff.

· Promote good practice around the use of IT systems, technology and digital communication around the business.
· Represent the organisation from an ICT aspect with professional bodies and external bodies whether they be local, regional or national.
· To be responsible for Information Security and IT Governance across the organisation and to ensure Data Protection standards are met, also to ensure we meet PCI compliance.

· Ensure the organisation's IT infrastructure supports and enables the achievement of the corporate strategies and objectives.

· To embody the values of HOME in the way duties are carried out and in dealings with staff, trustees and external contractors. The HOME values being: CREATIVE, PIONEERING, COLLABORATIVE, ENGAGED, OPEN, RIGOROUS. 

Health and Safety

To operate safely within the workplace with regard to HOME’s health and safety policies, procedures and safe working practices.  To be responsible for your own Health and Safety and that of other employees.

Equalities & Diversity

To work within HOME’s Equalities and Diversity Policy, embracing through personal example, open commitment and clear action that diversity is positively valued, resulting in access for all by ensuring fair treatment in employment, service delivery and external communications.

Customer Care

To continually review, develop and improve systems, processes and services in support of HOME’s pursuit of excellence in service delivery. To recognise the value of its people as a resource.

Training and Development

To identify training and development needs with your manager, taking an active part in your Personal Development and Review Plan. To access development opportunities as they arise and share learning with others and where appropriate, actively encourage a learning environment and development within others.

Policy

To work at all times within the established policies and practices of HOME, within the framework established by HOME Constitution and associated guidance.

Confidentiality

To adhere to HOME’s policies and procedures on confidentiality and the management and sharing of information.

PERSON SPECIFICATION FOR

Head of ICT / ICT Manager
	
	ESSENTIAL
	DESIRABLE

	
	
	

	
	
	

	QUALIFICATIONS AND TRAINING
	Degree qualified or equivalent.
	Cisco CCNA
Cisco CUCM Administrator

ITIL v3.0 qualification or Service Management

	
	

	
	

	
	

	SPECIALIST KNOWLEDGE
	A good understanding of a datacentre environment, this includes servers both physical and virtualised, SAN, VOIP / SIP, networking, firewall and backup technologies.

Excellent knowledge of Server 2012 R2 & 2016, Active Directory, DHCP, DNS, GPO, TCP/IP, Network File Systems, Hyper-V and VMware, Failover Clustering, SCCM 2016, VPN, VoIP telephony systems, Multi VLAN network management, Wi-Fi solutions Microsoft Office 365 and centralised managed printing.
Working knowledge of Windows 7, 8.1 and 10, Microsoft Office applications and Apple Mac OS

	Knowledge of box office systems in particular TopTix SRO4. Familiarity with scheduling systems like Artifax. 
Cisco Unified Communications Solutions including CUCM, Cisco Networks, Meraki Wi-Fi Solution

Knowledge of digital signage systems.

	
	

	
	

	
	
	

	EXPERIENCE
	Minimum of 5 years working in a technical environment, this includes both managing and hands-on to a component level.
Minimum of 3 years’ experience working in IT management with a 

Proven track record of successful IT Management in a complex environment 

Experience of successful delivery of IT solutions to a large staff group with varying levels of IT skills.
Experience of successful incident management in time pressured situations 
Experience of planning and delivering complex projects on time and to budget

Experience of managing complex budgets.
Experience of negotiating contracts ,achieving best value for money 

Experience of supplier and contract management 

Experience of maintaining appropriate records, licences and asset registers 

Experience of assessing training needs, identifying and sourcing training for non ICT staff team


	Experience of working in the public sector or in not for profit organisation

Experience of being part of or working with a senior leadership team. 

Experience of voice over IP telephone systems 

Experience of working with computerised Box Office systems 

Experience of line management and developing staff.



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	
	ESSENTIAL
	DESIRABLE

	
	
	

	
	
	

	PRACTICAL SKILLS
	Able to establish and maintain positive working relationships with colleagues both internally and externally.

Ability to assess problem situations, understand importance and risk and make clear timely and appropriate decisions.
Able to set priorities, develop a work schedule, monitor progress and track details.

Excellent communication skills both written and verbal. 


	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	DISPOSITION AND ATTITUDE
	Self-motivated with a creative approach to problem solving.

Ability to remain calm and focused in stressful situations!

Ability to maintain a positive, open attitude and communication with widest range of staff. 

Understanding of and 

commitment to customer service 

An interest in developing new, innovative ways to improve the workplace performance, creating new opportunities. 

Understanding of and commitment to Equal Opportunities.
	

	
	
	

	
	
	

	PERSONAL CIRCUMSTANCES
	Ability to work unsociable hours including some weekends and evenings
Able to be on call in the event of any ICT emergencies

	

	
	
	

	
	
	


TERMS AND CONDITIONS OF SERVICE
Head of ICT / ICT Manager
GMAC Ltd has a Staff Manual that provides full details of all terms and conditions of employment as well as staff benefits.  The following are the main terms of employment.

Salary
 Grade 1 (£38k - £42k)
Hours of work
GMAC Ltd has a standard working week of 40 hours inclusive of meal breaks.


Exact hours of work as required by demands of the post.


Overtime payments will not be made, however time off in lieu, with the agreement of the Executive Director, will be available to cover any additional hours worked.

Contract Period 
This post is full time permanent post
Probationary period
3 months

Period of notice
Employee will be required to give 3 months’ notice 
Holidays
25 days p.a. plus statutory holidays

Pensions
GMAC Ltd operates a company pension scheme with a 3% company contribution that is available to all staff

Appendix 1
HOME FURTHER INFORMATION
HOME Vision

HOME is central to making Greater Manchester a major city celebrated for its’ distinctive art, art that enriches the lives and life chances of its’ people, a magnet for artists and creatives with the highest engagement in the arts in the UK. 

HOME Mission

HOME is an open and social space place for the curious from all our communities, future artists and producers of work that is provocative, playful and contemporary, of Manchester and the world.

HOME Values

i. Creativity – bringing imagination, resourcefulness and innovation to our work

ii. Pioneering – leading the way, breaking new ground, being ahead of the curve, taking risks

iii. Collaborative – seeking out opportunities for sharing and partnership

iv. Engaged – with our city region and the wider world, with art and artists and with ideas and issues

v. Open – welcoming and engaging with multiple voices, ideas and perspectives

vi. Rigorous – striving to do the best work, valuing quality.

Outcomes by 2022

By 2022 HOME will have achieved the following outcomes:

1. HOME has a more diverse multi-generational audience that reflects the population of Manchester

2. Our brand Is recognised in the UK for distinctive high quality diverse programming from outside the main stream engaging a broad range of audiences 

3. HOME has made a positive impact on the careers of emerging artists

4. HOME makes a demonstrable positive social impact on Greater Manchester through our art and our responsible business model

5. HOME has a financially and environmentally sustainable business model that enables artistic risk and growth

6. Digital production and distribution is embedded into programming and our on-line audience will have doubled

7. The workforce and governance of HOME is engaged, diverse and highly skilled

Artistic Vision & Programme

The artistic programme works with three drivers – 

· internationalism

· politics 

· playful experimentation

Internationalism

We live in one of the UK’s most culturally diverse cities that has grown on international trade and knowledge exchange.  We therefore want remain true to this heritage and bring the world to Manchester and Manchester to the world.  In post Brexit Britain there has never been a more pressing need to ensure the people we serve are connected with diverse cultures, exciting artistic practice and ideas.  Building on our track record of working internationally cultural dialogue between communities, both in our region and the wider world, will be a core feature of the programme at HOME.  
Experimentation

As we move into our next phase we will be experimenting with form, ideas, aesthetics, space, place, media and process in a playful way that makes the most of our building and available resources creating value and insight for our audiences.

Politics

HOME will explore the intersectionality of gender, sexuality, societal, socioeconomic, global, racial and ethnic politics through the eyes of artists and filmmakers.  The political landscape in the world is a landscape of instability and insecurity and we will respond to this by reinforcing values of tolerance and liberalism.  We ensure that our work makes a positive contribution to improving the lives of people in Greater Manchester through participation and engagement. HOME is a safe place to debate and discuss, where artists, audiences and participants can challenge and interrogate artistic, political and social ideas.  

HOME Film - An extraordinary and independent programme and experience across five screens
HOME Theatre - is international, interdisciplinary, provocative, questioning, visual and poetic.   

HOME Visual Art - foregrounds artists' projects that work across artist film, performance and participation
HOME Community & Young People - with and for the people of our city, engaging and developing talent
HOME Digital Strategy - Work in Progress
A small project team were convened in early March and over the next few months will work to develop an overall strategy and delivery plan for the use of digital technologies at HOME. 
Project Background: A great deal has been learned during the first 18 months of HOME’s existence about audiences, the way that the building functions and the overall business model.  Furthermore, the external environment is changing dramatically as a result of nationwide and international events.  In response to this HOME undertook a Strategic Review in Autumn 2016 to:

· Anticipate what might happen

· Evaluate how likely it is to happen

· Prepare for it happening

This is already informing the development of: 

· Headline Strategy, currently on Draft 6

· ACE NPO application for the period 2018-2022

· HOME Business Plan 2018-2022

During the Strategy Review process our Vision and Mission for HOME were subsequently reviewed.

The strategy review process identified a number of opportunities for HOME to better deliver our Mission by building on our current use of digital technologies in our business processes, audience interactions and artistic output.  This project will enable HOME to do that.

Overall Project Aims: To a devise a deliverable digital strategy and plan for HOME but most importantly to make sure that we:

· design our digital strategy to serve our Mission

· by 2022 digital is culturally embedded within the organisation

· use digital technologies as part of our plan to grow our audience and audience diversity

· enrich the experience of audiences, artists and our team

· embed the use of digital technologies in our core artistic work

· enable smarter and more effective working within and without the team

· are digital innovators

· develop a data culture in our organisation

· developing a consistent and compliant approach of IP, licensing, and contractual protocols

Where are we now?

Summary of Main Findings from ‘HOME – Below the Waterline report’.

HOME is a forward thinking and digitally connected organisation. It has the IT capacity and infrastructure to deliver a range of digital assets that surpass many other companies in the Arts Sector. It is currently in the Digital Usage stage, and can progress this further by adopting a ‘cross digital’ practice.

Internal

HOME is a strong networked organisation with a great internal capacity in terms of IT infrastructure. Some of the systems are not being used to their fullest advantage. There are some systems for delivering work that come through a pinch point in terms of digital and communications, that puts a strain on these teams. There is a real sense that the teams across the HOME departments would like to find the areas for cross collaboration and to be able to share and feed in ideas in a cross-digital way.

There are some functionality issues around the booking and space management system (Artifax) that means there is a duplication of activity.

There is the connectivity and software in place (Yammer) to allow more cross departmental collaboration, these are not being fully utilised at the moment. This has identified some training needs to enable the use and advocacy of these new tools to be undertaken.

Remote and mobile working has expanded and the need to refine systems to allow real time access to shared documents and files in addition to email channels is increasing. 

Creation

The output of video, audio podcasts, blog posts is consistently high, with more than 110 videos, 200 podcasts and more than 130 blog posts in the digital channel on the main website. There are also 6 artist’s films, over 4,000 publications and a range of resources that are of a very high production quality.

There are some Q and A’s that have been livestreamed, and the use of Facebook Live and Periscope are being explored by the team at the moment for distribution onto social media platforms. There is a real willingness to develop a programme of HOME produced broadcasts of live performance work, which have not happened in this way yet. The cabling and technical resources are in place to be able to do this from any spaces within HOME

External

HOME embraces new platforms and has grown a strong follower base across the social media space.  It has the highest number of followers on Instagram than any other theatre or arts organisation in the North of England. It is willing to try new platforms and to test those and develop new audiences.

The Website has some areas that have been identified by both team members and audiences that could improve HOME’s visibility and impact. This is to do with being able to find the right information, being able to book and see what is on at later future dates. Some key information is hard to discover, and the growing archive of digital assets needs to be considered.

There is an enthusiasm across the team to develop areas of shared delivery about the work and 73% of the team surveyed are willing to utilise their own networks to help reach audiences and to create some areas of ‘takeover’ for certain platforms and social media sites.

Certain areas of some of the e-newsletters and mail shots are not getting the hit rate expected, or converting into bookings. There is also a move to explore paperless ticketing and scanning devices for HOME.

Where do we want to get to?

Our vision for our use of digital is:

By 2022 we do not need a digital strategy as it integral and embedded in our cultural, practice and continuous learning.  We are recognised within our sector as digitally progressive, pioneering and outward facing.

Our plan will include how digital technologies will be embraced in our work with:

· Audiences 

· Art

· Talent

· Our organisation
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