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	Post Title:
	P.E. Technician / Janitor



	Grade:
	Grade 4


	Support Staff Framework Ref:
	C1337


	Responsible to:
	Director of Learning for Physical Education



	Hours:

	37 Hours per week (term-time plus equivalent of 1.2 weeks) + overtime as required to support extra-curricular activities.



	Personnel Specification:

Equal Opportunities:  The post-holder is expected to have a

knowledge and awareness of the Academy’s Equal Opportunity Policy, and to implement its provisions in the execution of the post’s duties.

Experience and qualifications:  As appropriate to undertake the major duties of the post.

Skills: As appropriate to undertake the major duties of the post.

Disclosure Level:       Enhanced


	Statement of Purpose:

To work under the direction and instruction of senior staff to provide specific technical and care-taking support to the physical education department in managing the day to day use of physical education facilities, with particular focus on the Sports Hall facility.



	Support to the Classroom

· Provision of support services to the teaching staff in organising requirements for their work.

· Preparation of materials and equipment as directed and clearing away equipment.

· Oversight of specialised teaching areas, stores and/or preparation rooms and arrangements for maintenance and repair services to equipment and working surfaces.

· Assisting in the maintenance of safety standards in the department.

· Preparation of ICT requirements.



	Administration/

Resources

· Maintenance of stock and breakage records, catalogues and user manuals.

· Assist in annual audit of stock.

· Ordering, receiving and accounting for new stock and equipment.

· Operation of ICT equipment and arrangement for appropriate maintenance and servicing.

· Assist in the production, collation and recording of assessment information and examination records.

· Provision of general administrative support to the PE department, including maintenance of the notice board.



	Extra-curricular

· Preparation of fixture lists.

· Arrangement of match day requirements.

· Booking transport and arrangement of kit requirements.

· Assist with extra curricular sports clubs.



	Security and Safety

· Check that the heating and lighting systems are operating satisfactorily.

· Ensure that premises are in a safe, tidy and satisfactory condition.

· Maintain vigilance for Health & Safety concerns in and around the building including checking outside area for syringes, broken glass etc., and disposing appropriately.



	Maintenance and Cleaning

· Dispose of such waste materials arising from the use of the premises as are not covered by alternative arrangements.

· Replace such consumables on the premises in appropriate locations as are not covered by alternative arrangements, e.g. toilet rolls, soap, towels etc.

· To arrange to clear blockages, remove foreign matter from sinks, toilets, drains and clean up spillages as required.



	Resources

· General portage and collection activities.

· To maintain appropriate records.  To report emergencies in the case of faults with gas, electric and water supply to the Site Supervisor or, where not immediately available.   Technical Services, and report minor faults on site on the Senior Site Supervisor.



	Support to Academy

· Support the Academy’s community use programme by ensuring that equipment is available for community use as required, and reporting any problems with community use to the Community Manager.

· Promote and safeguard the welfare of children and young peoples you are responsible for or come into contact with.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of, support and ensure equal opportunities for all.

· Contribute to the overall ethos/work/aims of the Academy.

· Appreciate and support the role of other professionals.

· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.

· Assist with /student needs as appropriate during the Academy day.



	In addition

· To make suggestions to improve the ongoing effectiveness of non-teaching support

· To comply with the requirements of Health and Safety, or relevant legislation and Academy documentation

· To undertake any other reasonable duties within the overall function, commensurate with the grading level and responsibility, of the job

· To understand and comply with the Academy's Equal Opportunities Policy

· All support staff will work on INSET Days;

· Holiday leave will be in line with the policy for all support staff.  Annual Leave cannot be taken during term time

· All staff are expected to work in a flexible and versatile manner as directed by their line manager

· Support the Academy’s Learning Agenda

· To take part in a Performance Review system
· To work within the requirements of the Safeguarding Children’s Policy.

· To have a responsibility for promoting and safeguarding the welfare of students.



	Notes

a)      The above responsibilities are subject to the general provisions of the appropriate conditions of service document and any Authority/ Governors'  interpretation.

(b)
The detail of the duties will be determined following consultation with the postholder.

(c)
The Academy operates a no smoking policy on campus.    




Note 1:  The content of this job description will be reviewed with the post holder on an annual basis in line with the Academy’s performance and development review policy.  Any significant change in level of accountability that could result in a change to the interim grade must be discussed with the post holder and the relevant trade union.

CHILDREN AND LIFELONG LEARNING – HR SERVICES

PERSON SPECIFICATION

PHYSICAL EDUCATION TECHNICIAN/JANITOR

LEVEL 2

	Essential Criteria
	Measured by

	Experience

· Experience in a related discipline.
	  AF/I

	Qualifications/Training

· NVQ2 in Sport and Recreation, or equivalent qualification or experience.

· Good ICT skills.

· Good numeracy and literacy skills
	I

I

I

	Knowledge/skills

· Good standard of practical knowledge in the specialist area.

· Good understanding and ability to use relevant equipment/technology.

· Ability to work constructively as part of a team.

· Ability to relate well to children and to adults.

· Good communication skills.

· Good organising, scheduling and prioritising skills.

· Methodical with a good attention to detail
	AF/I

	Behavioural Attributes

· Customer focused.

· Has a friendly yet professional and respectful approach which demonstrates support and shows mutual respect.

· Open, honest and an active listener.

· Takes responsibility and accountability.

· Committed to the needs of the students, parents and other stakeholders and challenge barriers and blocks to providing an effective service.

· Demonstrates a ‘can do’ attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations.

· Is committed to the provision and improvement of quality service provision.

· Is adaptable to change/embraces and welcomes change.

· Acts with pace and urgency being energetic, enthusiastic and decisive.

· Communicates effectively.

· Has the ability to learn from experiences and challenges.

· Is committed to the continuous development of self and others by keeping up to date and sharing knowledge, encouraging new ideas, seeking new opportunities and challenges, open to ideas and developing new skills.
	AF/I


AF – Application form                                     I – interview

Note 1:

In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.

· Emotional resilience in working with challenging behaviours and

· Attitudes to use of authority and maintaining discipline.
