JOB SPECIFICATION
	
[image: New Rawlins logo 2009colour]Job title		School Technician

Specialism		Arts areas 

Responsible to		Network Manager
			
Salary			NJC Grade 6
	
Contract		Permanent
							37 hours per week, to include some evenings and weekends
							39 weeks per year 
		
Strategic purpose – what you are trying to achieve
· To provide technical support across the site and ensure all resources are maintained and provided in good working order

Key Responsibilities
· To maintain satisfactory systems of storage, delivery and retrieval of school equipment 
· To ensure all equipment remains in good working order
· To offer support in the use of the Lecture Theatre, Theatre, Lighting Studio and Music Studio
· To administer bookings and distribution of equipment in line with booking systems
· To audit supplies of consumable resources, ensuring adequate stock and liaise with budget holders regarding ordering
· To assist in the maintenance of classroom and corridor displays
· To ensure inventories are maintained
· To ensure that PAT testing is carried out in accordance with statutory guidance
· To assist and support in setting up and checking of equipment for all school events (assemblies, performances, showcase etc)
· Any other duties as directed by the Network Manager 

Departmental Technical Duties:
Music
· To supervise the use of the recording studio
· To supervise and instruct in basic mic placement and recording techniques
· To carry out daily checks of the practice rooms and classrooms
· To ensure all equipment is maintained and repaired
· Assist in the upload of students work to IT based systems

Media
· To support the use of editing resources
· To provide training to students in use of equipment
· Collation of students’ work as required
· To assist in running training sessions for staff
· To provide one to one support to students with filming projects
· To edit Rawlins footage as necessary

Photography
· Prepare, emulsion and expose silk screens
· Prepare photography solutions
· Maintain the lighting studio & manage bookings 
· Ensure the dark room is maintained and stocked
· All cameras to be charged and accounted for

Theatre & Performing Arts
· The organisation and supervision of props, costumes and storage area
· To ensure all storage areas are tidy and securely maintained
· To operate sound and lighting for exams, practical assessments and school events
· To set up and run performance venues

General responsibilities
· To uphold and promote the Rawlins Way
· We respect and care for each other
· We work hard to learn and to achieve
· We face challenges positively together
· To participate in staff training days and other training opportunities, as required
· To participate in other continuing professional development opportunities, as required or agreed
· To participate in performance management
· To comply with all financial, safety, data protection, IT software licensing, child protection and equal opportunity requirements and any other relevant guidelines
· To undertake any other duties, commensurate with the grade and skills of the post, as directed by the Principal
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The academy is committed to safeguarding and promoting the welfare of the young people and expects all staff and volunteers to share this commitment.

This post is subject to an Enhanced Disclosure and Barring Service check

September 2017
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