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Job description: PRINTMAKING TECHNICIAN
	
	
Status
	
Permanent, Term time only


	
Base
	
Waterloo Centre

Post holder may be required to work across College sites and at other locations 

	
Grade
	
APT& C Spine Points 19-24. Staff will normally be appointed at the bottom of the salary scale 


	Salary
	
£24,012 to £27,428 pro rata 

It is our policy to normally appoint at the bottom of the salary scale

	
Hours of work 
(per week)
	
9 hours, term time only


	
Reports to 
	
Programme Area Manager 


	
Manager to 
	
No line management responsibilities





	ROLE PURPOSE


	To provide comprehensive technical support service for the Printmaking and Bookbinding team encompassing technical instruction, resource management and learning environments.





	MAIN ACCOUNTABILITIES


	
1. Carry out technical instruction and demonstration duties as required. This includes supporting and teaching the students those techniques, skills, health and safety procedures, use of equipment and machinery relevant to specialist courses.  

2. Maintain specialist studios, including specialist bookbinding and printmaking studios, materials and tools as required and relevant to the specific courses. Ensure that all relevant facilities are working correctly, safely and are fit for purpose. 

3. The role will include cleaning and maintaining specialist machinery, tools and equipment.

4. Work closely with the Programme Area Manager, other technician and hourly paid tutors to assist them in their classroom needs, including the set-up of equipment, room layout, safe storage of equipment, safe storage and back up of digital assets.

5. Organise the swift servicing and repair of equipment, return and collection as required 

6. Prepare purchase orders for new equipment and materials needed for the smooth running of the department. Order materials and monitor section budget reports as required. 

7. Prepare materials for classes as required

8. Collect and check goods received on arrival for quality and specification, and match delivery notes and invoices with original orders, allocating appropriate storage. 

9. Set up and keep assets register of all equipment, materials, software, and its location – and review annually. 

10. Maintain a communications logging and inventory system to update users of the studio on equipment, repairs, supplier’s information etc. 

11. Liaise with Programme Area Manager in meeting equipment/software requirements for the Section and any reorganising of equipment etc that may be necessary from time to time. 

12. Liaise and communicate with a wide variety of suppliers and other related external agencies to support the purchasing of equipment, software, technical repair & maintenance. 
  
13. Contribute to the set-up of exhibitions, online and in the physical gallery and carry out some social media and advertising at designated periods when required 

14. If delivering a demonstrator-led session then responsibilities also include:  

· Opening up on time, delivering the session safely, and leaving the studio safely for the next classroom user; 
· Undertaking course administration including maintaining a course register, records of assessment of students’ progress and achievement, and checking students’ enrolment status. 
· Providing induction and advice and information to students on the requirements of the course programme.

15. Work closely with the hourly paid tutors of the relevant classes to assist them in their classroom needs, including the set-up of equipment, room layout, and safe storage of equipment.

16. Support students and staff where required by applying sound, safe knowledge of the relevant subject, and constantly checking that students are following procedures and wearing the appropriate PPE.

17. Maintain up-to-date technical and specialist knowledge in printmaking and bookbinding, including health and safety certification, specialist practice and seek to develop new skills including Digital skills in response to changes.

18. Liaise with Programme Manager and tutors in meeting equipment/software requirements for the Section and any reorganising of equipment etc that may be necessary from time to time

19. To attend relevant training and meetings as required.

20. To be committed to Continuous Professional Development (CPD), keeping up-to-date and meeting any annual requirement by the College for CPD or scholarly activity as appropriate

21. To contribute to the effective management and promotion of equality and diversity; this includes methods that are relevant to a diverse student group and embedding British values with your teaching in accordance with the Government’s Prevent strategy.

22. To work in accordance with the Health & Safety at Work Act and College safeguarding and Prevent procedures, ensuring the College is a safe environment for staff, students and visitors.

23. To work at all times in accordance with Morley College’s policies and procedures and Staff Competency Framework. 

24. To carry out such duties as may be required from time to time by the college that are appropriate to the grade of the post.

25. be able to demonstrate a current professional practice as a printmaker and/ or bookbinder


	



	GENERAL COLLEGE RESPONSIBILITIES 

	
Safeguarding children and vulnerable adults:
The post holder will be expected to promote with staff and students the importance of safeguarding the welfare of children and vulnerable adults they are responsible for and come into contact with

This job description is not exhaustive and as such the post holder is expected to be flexible. Any changes of significance will only be made following a discussion with the post holder




	WORKING WITH

	The post holder will develop productive working relationships with tutors, the Programme Area Manager, other technicians and curriculum area and professional services staff.




	DBS STATUS

	This post is exempt from the Rehabilitation of Offenders Act 1974 and is regulated activity.  The post holder will be required to obtain an Enhanced DBS Disclosure, including an ISA barred list check.







	PERSON SPECIFICATION



	Job Title: 
	Technician: Printmaking & Bookbinding Department


	Essential Criteria:

	· Trained and educated in relevant subject through Art & Design degree, Industry and/or Adult education courses. Specialism in printmaking and/ or bookbinding. 
· English and Maths GCSE grade A-C (9-4) or equivalent
· Have a commitment to and be able to demonstrate knowledge of health & safety and equality and diversity as appropriate to the post.
· A clear understanding of Safeguarding and Prevent and the ability to create and sustain a learning environment in which the safety and welfare of children and vulnerable adults is paramount
· Successful experience of delivering high quality technical instruction and demonstration of techniques, skills, health and safety procedures, use of equipment and machinery, relevant to these particular specialist courses to adult learners of mixed ability in group settings.
· Demonstrable experience of recognising and meeting student’s needs and expectations through technical instruction and demonstration.
· Demonstrable evidence of promoting equality and diversity through technical instruction and demonstration.
· Excellent studio management skills
· Excellent interpersonal and communication skills with the proven ability to work and contribute as part of a team and communicate appropriately with students and staff across the College.  
· Basic proficiency in word processing, spreadsheet and presentation programs. 
· Able to find websites and online resources; utilise them effectively in teaching and learning; share and keep addresses for reference. 
· Manage a college email account, including receiving and responding to messages to individuals and groups
· IT skills, including Microsoft, esp. Excel, Word, saving files, using purchase order software (Focalpoint)
· Demonstrate current professional practice as a Bookbinder/ Printmaker/ related subject
· The ability to work independently with minimal supervision.
· Demonstrable knowledge and commitment to health and safety, Safeguarding and Prevent as appropriate to the post.


[bookmark: _GoBack]

10.05.2023
1 

image1.png
MORLEY
COLLEGE
LONDON




