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JOB DESCRIPTION:

Learning Resources Technician (Apprentice)
Job Purpose:
As part of the Learning Resources Team to support the delivery of teaching and learning through the use of a range of multi-media, including paper and on-line learning. To support other teams and faculties as required.
Working Arrangements:
Up to 35 hours per week, term-time only



Specific hours may be negotiated to meet the needs of the individual and the school.
LINE MANAGEMENT / SUPERVISION:
Responsible to:

Library and Learning Resources Manager
Level of supervision:
Regularly supervised

Work independently within established guidelines subject to scrutiny by supervision




Plan own work to ensure the meeting of defined objectives

Liaison with:

Teaching and Support Staff
Students
Main Duties:  
· Support the production, copying, printing and distribution of resources to support the delivery of high quality learning and teaching
· Contribute to the design, layout, and production of learning materials, worksheets, booklets, websites and newsletters

· Assist with displays, exhibits, publicity for open days, exams, shows and other school events
· Support all areas of the school in promoting teaching and learning through the audio-visual (AV) medium

· Support the provision of AV resources in the school including issue and return items of AV equipment and stock and budget control for consumables within the Learning Resources Department

· Assist staff and students in the use of AV equipment and production

· Support the production of guidance notes / training documentation / assistance to end users of the services and resources
· Support the arrangement of repairs and maintenance of AV resources and equipment
· Support the transport, movement, set-up and dismantling of a wide range of AV equipment 

· Contribute to software / on-line solutions to teaching, learning, communications and marketing 
· Support other teams as required
· Ensure that all administrative and organisational tasks relating to the post are carried out effectively. 

· To attend and contribute to appropriate internal meetings, including staff briefings

· To prepare for and attend regular performance management sessions to monitor progress against agreed objectives 

· Other ad hoc duties as required to support the needs of the School and Learning Partnership

The duties and responsibilities of the post could vary from time to time as a result of new legislation, changes in technology, policies, or school needs.

Special Conditions:
· To, at all times, accept responsibility for safeguarding and promoting the welfare of children.

· To understand, familiarise self with, and abide by all school polices, including, but not limited to, Equal Opportunities, Confidentiality, Health and Safety and Internet Code of Practice
· Observance of complete confidentiality on all school information is required and any failure so to do may be regarded as gross misconduct in terms of the Staff Disciplinary Policy.
PERSON SPECIFICATION – Learning Resources Technician 
	
	
	ESSENTIAL
	DESIRABLE

	1.
	Qualifications/ Training


	Willingness to learn and undertake relevant training

GCSE or equivalent literacy and numeracy
	

	2.
	Relevant Experience

	Previous work experience  
	Previous experience in a similar role

Experience working with students of secondary school age.

Experience of working in an educational setting.

	3.
	Knowledge
	Knowledge of work-based ICT applications
	

	4.
	Skills/Ability
	Ability to learn new skills

Ability to plan and organise own work
Ability to work as part of a team
	

	5.
	Personal Skills
	Ability to relate well to students and adults.

Ability to prioritise tasks and act on own initiative.

Good communication skills.
Positive, enthusiastic approach
	


