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JOB DESCRIPTION

Job Title:

Media Technician/Website Manager 
Accountable to:
Deputy Head - Academic


Line Manager:
Head of Media Studies (& Marketing Manager for website)
Hours:
Full time position Total: 37.5 hours per week

Job Purpose:
Under the direction of the Line Manager, to produce professional print and video content and to co-ordinate the use and development of practical and other resources to Media staff and students during the school day and during specific events.  Under the Marketing Manager, to manage and develop the School’s website.
Duties and responsibilities:

· Digitising footage for coursework films and copying coursework DVDs for examination requirements.
· Providing one-to-one and small group assistance with camera techniques, editing, digitising, titling and editing music for film. 
· Providing one-to-one and small group assistance with the use of Final Cut Pro X, Adobe Photoshop and Adobe InDesign, in the creation of print productions. 
· Running class tutorials on the use of Final Cut Pro X, Adobe Photoshop, Adobe InDesign software and associated technical skills e.g. sound, lighting.
· Running the recording studios.  This would include assisting students in recording original music and teaching students sound recording techniques.

· Copying DVDs for the Media and other departments.

· Designing professional print and video work for the promotion of Media Studies, and wider school, events.
· Producing show-reels of students’ work for our annual Oscars event.

· Filming department events as required. Attending department events as required e.g. Open Morning, Oscars evening.
· Ensuring the smooth running of the edit suite. Monitoring and logging the lending of equipment. Fixing and replacing broken equipment.
· Researching new equipment, technology and components, which will benefit the department.

· Creating resources for the department, at request of Head of Department.
· Adding material to the Media website and YouTube channel, at request of Head of Department.

· Fulfilling extra-curricular requirements e.g. running a small photography group, and providing training in photography skills
Drama and Junior/ Nursery Departments:
· Film (edit and copy) productions when required.

PE Department:

· Filming some sports fixtures, oral examinations and lessons, and copying coursework DVDs for examination requirements.
Website Management and Development 

· To manage all hosting, and associated issues, directly, or through, agreed suppliers 

· To provide analysis on website traffic and user activity

· To ensure the website is following the latest industry standards and that all safety protocols are adhered to including data management

· To optimise the website for search engines (UK and overseas)

· To ensure all copy on the School’s website is current and up to date
· To post articles, pages, adverts, information or any other material to the website as required

· To remove articles, pages, adverts, information or any other material from the website as necessary (for example out of date material).

· To meet regularly with the Marketing Manager to review website material and offer suggestions for future enhancements and site development
General: 

· To work in accordance with the principles and aims of the School Mission Statement.

· To work according to the School’s policies and procedures.

· To comply with the requirements specifically for the Media Studies Department as well as for the whole School in relation to all Health and Safety matters.

· To comply with policies relating to Confidentiality with regard to staff, students and Ratcliffe College as a whole.

· To attend all inset/teacher training/class preparation days during the School year.

· To undertake any other duties that may be necessary from time to time to ensure the efficient running of the Media Studies Department, the School’s website and the School as a whole.

Ratcliffe College is committed to safeguarding and promoting the welfare of children, therefore before a permanent appointment is made Child Protection screening, checks with past employers and Criminal Record Bureau screening must be satisfactorily completed.

Additional Information

Ratcliffe College is an independent Roman Catholic day and boarding school founded by the Institute of Charity (known as the Rosminians) in 1847.  The School is located just off the A46 at Ratcliffe-on-the-Wreake and is situated in beautiful grounds.  There are over 800 students ranging in age from 3 to 18.  There are over 250 members of staff.  

The Media department is a dynamic, technically ambitious department, which is underpinned by a sophisticated academic programme, comparable to undergraduate studies at Year 13. The department is run by Charlotte Bennett, Head of Media Studies, who is supported by a technician and website manager. The department comprises two new classroom areas including a state-of-the-art Mac suite and computer suite. Students have access to these Mac computers for print and film editing and all filming is completed on brand new Panasonic HD cameras.

Further information about the School can be found on our website: 

www.ratclifffe-college.co.uk
Hours of work:  

8.15am to 4.45pm; Monday to Friday, 37.5 hours per week.
During term time your work will be split 70:30 in favour of the Media Technician role. Out of term time your role will be split 70:30 in favour of the website and producing digital content
Salary & Paid Leave:

· Salary £19,921 per annum.

· You will receive 25 days holiday per year plus bank holidays, plus 3 days at Christmas
· All holidays must be taken during School holiday times.
· Appointment is subject to the conditions of employment for support staff.

Other Benefits:

· Free parking

· Free restaurant style meal at lunchtime

· Free beverages throughout the day

· Contributory pension scheme 

· Participation in the Support Staff fee discount scheme after qualifying period.

Applications to be emailed direct to HR@ratcliffe.leics.sch.uk by 9.00am on Monday, 31 July 2017.  Interviews will be held on Friday, 18 August 2017.
Ratcliffe College is committed to safeguarding and promoting the welfare of children, therefore before a permanent appointment is made Child Protection screening, checks with past employers and Disclosure and Barring Service screening must be satisfactorily completed.
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