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The duties outlined in this job description are in addition to those specified in the Housemaster’s contract. They are not meant to be exhaustive and it is expected that the role will be undertaken in a spirit of cooperation and a willingness to be flexible in order to meet the needs of the pupils and St David’s College.

This job description may be modified by the Headmaster, with your agreement, to reflect or anticipate significant changes in the job, commensurate with the salary and job title.

Responsible For: Maintaining the delivery of technical services within the DT department
Responsible to: Head of DT
Key Tasks and Responsibilities:

Facilities and resources
Maintaining the delivery of technical services, including:

· Keeping the workshops and associated areas clean and tidy
· Preparing a range of materials for teaching purposes, including wood, metal and plastic using

· appropriate hand or machine tools
· Preparing, setting up and checking machinery, equipment and apparatus for teaching purposes
· Issuing equipment, tools, components and materials to teaching staff and pupils and maintaining appropriate records
· Regular servicing and maintenance of workshop furniture, machinery, tools, components and accessories in accordance with manufacturers' schedules. Keeping appropriate records of this. 
· Arranging for maintenance and repair if necessary
· Providing technical advice and assistance to teaching staff and pupils
· Preparing technical and related non-copyright photocopying
· Designing and making simple models, teaching aids and tools
· Maintaining appropriate stock levels within the department, carrying out stock checks and reporting any shortages to the Head of Department. Assisting with re-ordering if required. 
· Making local purchases and handling petty cash records
· Locking up of classrooms and stores when not in use
· Ensuring the correct use and maintenance of audio-visual, computer equipment and peripherals specific to the department.
· Be required to set up and maintain a bank of purchasing information, co-ordinate departmental orders, receive deliveries, certify invoices for payment, keep financial records, provide the Head of Department with periodic statements regarding expenditure, manage expenditure within departmental policy and liaise with the Bursar’s office
· Be required to work independently in a number of resistant materials and media in support of departmental activities
· Be required to provide support in the area of computers and other developing new technologies.
Training and Development

· Be aware of recent technical and related educational developments and participate in the development of the Department’s technical facilities
· Be required to advise the Head of Department on suitable equipment and suppliers and

· recommend specifications where appropriate

Health and Safety
· Comply with health and safety regulations, among others, relating to COSHH, Health and Safety at Work Acts, Electricity at Work Regulations. Complying with the school’s regulations and Departmental Policies, including:
· Operating a system for the safe storage of equipment, apparatus and materials
· Maintaining workshops and storage rooms in a safe and clean manner, in accordance with departmental policy
· Maintaining and issuing machinery, tools and equipment appropriately
· Provision of occasional advice and assistance to staff on safe working practices and problems relating to health and safety, in particular on the use of machinery and equipment
· Carrying out regular safety checks on hand tools and machines, reporting any serious defect to the Head of Department
· Be required to ensure that standardised risk assessments are available and that all staff are aware of their location
· Be required, when trained, to provide first aid treatment of minor workshop injuries and maintain first aid equipment in workshop areas.
Teaching and Leaning

· Be prepared to oversee pupils in a work area in case of an emergency for safety reasons
· Be prepared to oversee work of pupils who are involved in a project work under the direction of the class teacher
All members of the Staff agree to:

· Promoting and safeguarding the welfare of children and young persons for who you are responsible and with whom you come into contact.

	Person Specification

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential

These are qualities without which the Applicant could not be appointed
	Desirable

These are extra qualities which can be used to choose between applicants who meet all of the essential criteria
	Method of 
assessment

	Qualifications
	The professional, technical or academic qualifications that the Applicant must have to undertake the role or the training that they must have received

· GCSE (or equivalent) Grade C or above in English and Maths
· Willingness to undertake training as appropriate

	The professional, technical or academic qualifications that the Applicant would ideally have to undertake the role or the training that they should ideally have received

· BTEC/TEC Certificate or City and Guilds or ONC/OND or equivalent qualifications in appropriate workshop related subjects.

· Certificate for the testing of mains electrical equipment.

· First aid certificate.
	Production of the Applicant’s certificates

	Experience:
	The categories of work or organisations, types of achievements and activities that would be likely to predict success in the role.

· Practical experience of working in a design technology or workshop environment
	The categories of work or organisations, types of achievements and activities that would be likely to contribute to success in the role.

· Evidence of a positive approach to problem solving and high degree of administrative efficiency
· Evidence of working with children in an educational setting
	Contents of the Application
Interview

Professional references

	Skills
	The skills required by the Applicant to perform effectively in the role.

· Good communication, planning and organisational skills.
· Ability to work on own initiative

· A positive approach to health and safety

	The skills that would enable the Applicant to perform effectively in the role.

· Strong ICT experience and skills.
· Able to adapt as needed to meet the needs of other staff and students
· Motivation to continually improve standards and achieve excellence
· High expectations for accountability and consistency
	Contents of the Application Form
Interview

Professional references

	Knowledge
	The knowledge required by the Applicant to perform effectively in the role. 

· General knowledge of materials in relation to the main subject specialisms.
· Knowledge of relevant health and safety regulations.
· Knowledge of available materials, apparatus and equipment.


	The knowledge that would enable the Applicant to perform effectively in the role.
· Knowledge of, or willingness to learn, applications of new technology in DT workshops.
· Knowledge of the organisation and administration, aims and objectives of the school.
	Contents of the Application
Interview

Professional references

	Personal competencies and qualities
	The personal qualities that the Applicant requires to perform effectively in the role and to ensure that the Applicant safeguards and promotes the welfare of children and young people

· motivation to work with children and young people
· Commitment to the safeguarding and welfare of all pupils and sensitivity to deal with difficult pastoral staffing issues
· ability to form and maintain appropriate relationships and personal boundaries with children and young people

· Demonstrates resilience, motivation and commitment to driving up standards of achievement.
	The personal qualities that would assist the Applicant to perform effectively in the role.
· Interested in continuous professional development and growth 


	Contents of the Application
Interview

Professional references
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