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Job Description

Job Title: 
IT Manager
Reporting to: 
Finance Director, HR Manager
Location: 
108 Druid Street
Job Holder:
 Vacant
Job Profile

	Managing a large scale ERP project with a view to replacing many of the company’s ageing systems, hardware and databases with one centralised database system. The jobholder will be responsible for shaping the IT strategy and budget, along with the daily administration and organisation of the IT department, and maintenance of the current company’s IT infrastructure with the aid of the part-time IT Technician. 



Scope of Job

· Manage a large scale ERP project with a view to replace many of the companies ageing systems, hardware and databases with one centralised database system.

· With the assistance of the IT Technician oversee the management of IT projects such as general hardware and software installations.

· Develop and manage the IT strategy.

· Manage the administration and organisation of the IT Department.

· Manage the IT Budget and Support Contracts.

· Manage IT procurement and purchasing.

· Manage the IT Technician and their development.

· With the assistance of the IT Technician manage all IT related systems including Network, servers, computers, printers, tills, scales and PDQ.

· Manage the Network infrastructure. 

Based at 108 Druid Street, Bermondsey the majority of the role will be the management of the ERP project, therefore the IT Manager will need to work closely with the IT Technician.  Many of the day to day administrative tasks that usually come under the IT Managers remit such as procurement and the management of support contracts will still need to be overseen by the IT Manager but managed by the IT Technician.

As part of the ERP project the IT Manager will need to work closely and develop a good working relationship with the company or companies chosen to develop and install the ERP systems.  They will also be required to work with the designated project teams and appointed members of different departments to make sure that the ERP project meets their specific requirements.

The IT Manager will need to work closely with managers and staff members of different departments as part of the day to day administration of the IT department, and to gather IT requirements and advice on cost effective IT technologies to improve the way both the business and department works.

Strong relationships will need to be developed with external companies for IT contract renewals and IT procurement.

The position is mainly office based but travel will be required when faults arise or installations are necessary at our shops at Borough Market and Covent Garden.

What are the most challenging aspects of this role?

· Choosing the right company and platform to develop the new ERP system.

· Managing large scale ERP Project so that it runs on schedule, on budget and achieves all the expected goals and requirements. 

· Making sure that all support contracts provide the required service at a reasonable price. 

· Managing the day to day administration and running of the IT department so that it runs smoothly and meets the needs of all the different departments.

· Managing the development of the IT infrastructure to meet the growing requirements of the business.

Core Responsibilities

1. Project Management

· Manage the ERP database systems project through its full life cycle.

· Oversee the management of all IT related projects.

· Oversee the creation of project teams.

· Manage project requirement meetings and gather requirements.

· Access, document, manage and communicate project risks.

· Oversee the appointment of any external companies to develop the project.

· Develop project plans and associated communications documents.
· Effectively communicate project expectations to team members and stakeholders in a timely and clear fashion. 
· Estimate the resources and participants needed to achieve project goals. 
· Manage the project budget.

· Draft and submit budget proposals, and recommend subsequent budget changes where necessary.
· Proactively manage changes in project scope, identify potential crises, and devise contingency plans. 
· Define project success criteria and communicate them to involved parties throughout project life cycle.
2. IT Budgets 

· Manage the IT budget including any separate IT project budgets.

· Liaise with external companies when support contracts come up for renewal.

· Liaise with different departments and gather their IT requirements for future budgets.

· Maintain and review the current IT related hardware and software and forecast future purchasing requirements.

· Oversee the management of purchasing of current hardware and software products and supplies.

3. IT Support

· Provide first line support to the business when the IT Technician is unavailable.

· Oversee troubleshooting, systems backups, archiving, and disaster recovery and provides expert support when necessary.
4. Network and Server Management

Oversee the administration of the company’s wide area network; escalate any faults that cannot be fixed to the relevant support company.
Key Performance Indicators

1. The ERP project is running to schedule on time and on budget.

2. The ERP project successfully achieves the desired goals and requirements throughout the life cycle.

3. The ERP project meets defined success criteria.

4. Departmental statistics to be established by the jobholder
5. All systems are accessible for the maximum amount of time
6. Happy users – feedback from users is positive.

Person Specification
 Essential Skills & Knowledge

· Previous IT Project Management experience through the full life cycle of the project is essential as majority of the role will require the management of a large scale ERP database project. 

· Any experience of managing projects in a retail or wholesale environment would be advantageous.

· Experience of managing external organisations.

· An understanding of programming methodology specifically object oriented programming.
· An understanding of database structures including tables and relationships.

· Experience of relational database management servers such Microsoft SQL.

· Experience of relational database applications such as FileMaker preferably FileMaker 6 and FileMaker 10.

· Experience of Enterprise resource management systems such as Windows dynamics Navision and Sage ERP 1000.

· Any knowledge of retail systems possibly including Eureka.

· Knowledge of stock control systems and bar code readers.

· Experience with large scale industrial scales and weigh price labellers and linking them to ERP database system.

· Experience of maintaining Windows server Networks including Window 2003 servers, Windows 2008 Servers, Exchange 2003/2007/2010.

· Experience of Dell and HP servers including Raid controllers.

· Experience of VMware Desktop, Server and ESX.  

· Experience of managing WAN and LAN infrastructure including Cisco switches and firewalls.

· Experience of Microsoft Windows XP/7 operating systems.

· An understanding of Microsoft Office 2007/2010.

· An understanding of telephone systems preferably Avaya IP office 403/500.

· Knowledge of retail equipment including tills preferably Bizerba and PDQ’s preferably Ingenico.

Personality Characteristics

·   Excellent organisational skills

·   Excellent analytical and problem solving skills

·   Understanding of complex information and requirements

·   Good prioritisation skills and be flexible enough to adapt plans

·   Good evaluation skills

·   Good communications skills - written and verbal

·   Confidence in decision-making

·   A good team-playing mentality

·   Good leadership skills

·  An ability to work to tight deadlines and within constraints
Level of Experience

· Previous Project management experience of a large scale ERP database systems project through its full life cycle.

· Three years plus experience managing IT related projects specifically development and database projects using project management methods such as PMP and Prince 2.

· Five years experience in an IT Manager position managing a Windows/Cisco Network environment.

· The candidate needs to have held a previous IT Management position in a similar role preferably in a wholesale/retail environment.  

Qualifications

· An IT related degree or the equivalent experience.

· Project management related qualifications such as PMP or Prince 2 foundation or practitioner.

· Any Microsoft Professional qualifications, MCITP, MSDE preferred.
