Job Description 
Chemistry Technician
Job Purpose:
To provide an effective support service to the teaching staff in the science laboratories.
Reporting Line: Head of Department/Head of Science Faculty.
Specific Duties to include:
Main Duties:
· Provide practical resources and facilities for teachers and their practical lessons in the Chemistry Department
· Ensuring the availability of suitable materials and equipment by maintaining effective stock control, liaising with suppliers, compiling orders and sourcing alternatives as appropriate

· Assist the Science Faculty Team in maintaining and securing a safe teaching and learning environment for pupils, students, teachers and visitors

· To check, maintain, calibrate, clean, test and repair equipment to the relevant standards appropriate for their use, including to the standards laid down by CLEAPSS and by law

· To keep up-to-date with changes in best practice and other advisories through various bulletins e.g. CLEAPSS safety bulletins

Teacher Support:
· Provide and to make-up chemicals and reagents for practical lessons, ensuring that these are prepared in advance and to the appropriate standards
· To prepare, set out appropriately and to clear away equipment, chemicals and other resources for classes, checking the quantities involved and to report any discrepancies to the class teacher in a timely manner
· Accurately prepare chemicals, including ‘standard’ chemical solutions, for both regular lessons as well as formal Practical Assessments required by examination courses
· Set up equipment and chemicals for practical demonstrations, where necessary, informing the teacher concerned beforehand of any (unusual) alterations that may have become necessary to the demonstration
· Where necessary, to construct or modify equipment and whole equipment set-ups to ensure that equipment is safe for others to use and is in good working order
General laboratory and preparation room organisation:
· Liaise with the Head of Chemistry about any health and safety issues in the Department
· Advise teaching staff or other users of the chemistry laboratories about any potential hazards present, including those of a short-term nature such as chemicals left from another lesson
· Safely dispose of chemical and other waste, including where appropriate, the recycling of appropriate items

· Maintain laboratories, preparation rooms and chemical stores in a clean, tidy and orderly manner, in line with CLEAPSS guidelines; this includes the short-term or ‘overnight’ storage of chemicals and equipment in laboratory fume cupboards etc.
· To wash-up and replenish the stocks of laboratory glassware and other general laboratory equipment and consumables; this will include using automated dishwashers and washing by hand as appropriate; the use of drying solutions and drying ovens will be expected for equipment used for sixth form work and for formal Practical Assessments
Health and Safety:
· Use and be conversant with the CLEAPSS laboratory handbook/other relevant advice
· Use and be conversant in the correct and appropriate use of CLEAPSS Hazcards; to be responsible for the updating of each set of Hazcards used in the school
· Undertake relevant weekly, monthly and half-termly visual checks on fire-fighting, first-aid and personal protective equipment in all areas of the Chemistry Department, reporting any issues to the Head of Chemistry and the Premises Team
· Ensure that spillage kits are kept complete, up-to-date and correctly positioned in all areas of the Chemistry Department; to supply specialist spillage kits when required
· When required, liaising with the school’s appointed contractor(s) for the collection and safe disposal of chemical waste or out-of-date chemicals and/or equipment; preparing such items for short-term storage before official collection takes place
· Assist the Head of Chemistry in preparing or altering Risk Assessments for any new procedures in the handling, storage, movement, use or disposal of chemicals or equipment
· Maintain a clean and tidy work environment in chemistry preparation areas and the chemical stores and to ensure that chemistry laboratories are also kept at an appropriate level of cleanliness and tidiness

· Carry out relevant measuring, testing or calibration of equipment that has statutory requirements for usage e.g. fume cupboard extraction fan air-flow speeds
· Overall, to have a keen and active interest in the promotion and observance of a good Heath and Safety environment
· To report immediately to the Head of Chemistry and the Premises Team any lapse in or concern about Health and Safety

Stock Control – Chemicals and Equipment:
· Prepare, supply to lessons, store appropriately and undertake basic maintenance and testing of chemistry-related hardware and equipment

· Maintain an up-to-date inventory of chemicals and chemistry equipment
· Liaise with HM Customs and Excise regarding the ordering of ‘restricted’ chemicals for taxation purposes
· Ensure that the department’s set of laptops are available for use in lessons, including the associated wiring and PSUs

· Ensure there are always adequate supplies of stationery in all chemistry laboratories and the chemistry preparation rooms

· To undertake the purchase of ‘everyday’ items required for lessons by using local suppliers e.g. supermarkets

· When new items of hardware are purchased or old items disposed of, to alter the Chemistry Department Asset Register
Ordering of chemicals, hardware and consumables, including specialist equipment and chemicals:
· Prepare Purchase Orders for all items required by the Chemistry Department, as delegated by the Head of Chemistry
· Research the prices and any discounts or -special offers in order to get best value
· Familiarity with our major suppliers and their individual ordering protocols
· Source chemicals, hardware or consumables that may be required for new projects, as directed by the Head of Chemistry
· To ensure that the ordering and handling of chemicals meets appropriate CLEAPSS safety guidelines once such items are accepted by the school at the point of delivery
· To check-off incoming orders, ensuring that any issues are raised with the supplier in a timely fashion
Other Duties:
· Assisting class teachers and the Head of Chemistry with the preparation of Chemistry Department Schemes of Work, in terms of establishing as a team the best way of delivering the practical components of lessons and exam-based assessed practicals
· Assistance, from time-to-time, with the assessment of pupil’s and student’s practical skills, in conjunction with class teachers and/or the Science Faculty Assistant

· Assistance with the distribution, collection and inventorying of textbooks to/from pupils at designated times of the school year
· To maintain the confidentiality of external examination materials, including those issued by the Head of Chemistry or the school’s Examinations Officer for the preparation of Practical Assessments/Examinations; on occasions, this includes keeping such materials confidential from teaching colleagues other than the Head of Chemistry

· Any other duties commensurate with the post that may be required from time-to-time

Person Specification
	Item
	Essential
	Desirable
	Assessed by

	Qualifications
	· Good general standard of education
	· A-Level in one or more sciences
· NVQ Level 3 or equivalent or officially recognised technical/technician qualification

· Further or Higher Education qualification
	Application form
Appropriate certificates

Appropriate certificates

	Continuous Professional Development
(CPD)
	· Evidence of CPD relevant to the post
	
	Application form/
Reference

	Experience
	· Relevant laboratory experience, ideally within a school or sixth form college environment
· A good all-round knowledge of current Health and Safety practice

· Good practical skills, including the ability to prepare accurate chemical solutions/reagents
	
	Application form/Interview/
Reference



	Knowledge and Skills
	· Ability to prepare chemistry practical lessons for years 7 to 11
· Ability to prepare chemistry practical lessons to A-Level standard, including those required for formal Practical Assessments/Examinations
· Ability to work accurately and to prepare materials and chemicals reliably and precisely

· Can manage own time efficiently, including the timely delivery of materials to and clearing away from chemistry practical lessons
· Working knowledge of CLEAPSS and ability to write and adhere to safety procedures

· Ability to follow instructions accurately
· Physically fit and able to deliver equipment to lessons, including on occasions, carrying some lighter items up/down two flights of stairs

· Good IT skills, including Windows log-on protocols, webmail systems, the Microsoft Office suite (including Word and Excel)
· Good numeracy and literacy skills

· Good communication skills

· Willingness to acquire new skills
	· A good working knowledge of data-logging systems
· Willingness to be aware of relevant policies and codes of practice
	Application form/Interview/

Reference



	Personal Qualities
	· Interest in chemistry and science in general
· Enthusiastic with a good sense of humour
· Able to prioritise own workloads

· Works well under pressure

· Adaptable to change and flexible in approach to working practices
· Ability to use initiative and to work independently

· A successful team player
	· Creative approach to problem solving, including finding safe and appropriate ‘workarounds’
· Ability to relate well to children and adults
	Application form/Interview/

Reference




