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JOB DESCRIPTION 

Senior School Support Staff 

 

 

Theatre/AV Technician 

 
 
 
 
 

The Edinburgh Academy Senior School 
42 Henderson Row 

Edinburgh 
EH3 5BL 

 
Enquiries should be directed to the Rector’s PA at: 

 
rectorsoffice@edinburghacademy.org.uk 

0131 624 4911 
 

Closing Date: 22nd September 2019 
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Introduction to the Senior 
School 
 
The Edinburgh Academy is an academically 
selective, independent, co-educational day 
school for pupils aged 2–18, with a reputation 
for being caring and friendly. The Edinburgh 
Academy aims to be forward looking and 
progressive but also greatly values its long 
held traditions. 
 
The School has a strong reputation for 
individual attention and excellence in its 
pastoral care and co-curricular provision.  
 
The School consists of a Senior School 
containing approximately 650 pupils and 
Junior School containing approximately 400 
pupils, and we have a Nursery department of 
around 92 pupils. The School is a member of 
HMC.  
 

About the School 
The School was founded in 1824 and has 
been regarded as a leading educational 
establishment within the City of Edinburgh 
and across Scotland ever since. Original 
Directors included the leading literary names 
of their age such as Sir Walter Scott. Robert 
Louis Stevenson and James Clerk Maxwell 
were also pupils at the School. 
 
 

 
 
 
 
 
 
 
 
 
 
 
The Junior and Senior Schools are on 
separate sites, both of which have spacious 
grounds and sports facilities including 
extensive playing fields, an all-weather sports 
area, and a large Sports Hall and Centre. 
 
The Senior School occupies a site in 
Henderson Row, less than a mile from 
Princes Street and at the northern limits of 
the New Town.  
 

Games and Activities 
At the Edinburgh Academy, sport offers 
opportunities at all levels. The PE curriculum 
is varied, encompassing a wide variety of 
team games and individual sports. The 
School runs teams in a large number of 
sports and encourages pupils to represent 
the School at one or more sports at any age 
group.  
 
In Music, there are about 20 performing 
groups including orchestras, choirs, wind 
bands, a big band and several chamber 
groups.  
 
In Drama there are usually three or four main 
productions each year. There is a fully active 
LAMDA qualification schedule in acting, 
reading for performance, mime, public 
speaking and Musical Theatre in place.  
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Job Description & Person Specification 
 
 

Job Title Theatre/AV Technician 

Location Drama Department 

Reporting to Head of Drama and Facilities Manager 

Salary Circa £22K - £25K 

Hours Average 37.5hours per week 

Probationary 
Period 

3 Months 

 
 

Post Description 

1. To provide technical support for the Drama Department 
2. To be a Duty Technician and AV Support to the School  
3. To provide production management for our external hires/users 
4. To support pupils in achieving their learning goals. 

 
 
 

Duties & Responsibilities 

Major Task 1 - Provide Technical Support to the Drama Department 
 
1.1 To assist with the day-to-day operations of the Drama Department, as directed by the 

Head of Drama/Facilities Manager. To provide technical support and to prepare technical 
facilities for drama sessions, rehearsals, performances and events 

 
1.2 Provide individual or small group instruction on specialised EA equipment as required. 
 
1.3    To provide technical support in the areas of lighting, sound, rigging, project/stage 

management for rehearsals, productions, events and teaching sessions within EA or 
related to EA. 

 
1.4 To advise pupils and staff on the correct use of equipment in line with best practice and, 

when necessary, to provide practical demonstrations in specialised stage, lighting, sound 
and control equipment. 

 
1.5 To undertake practical work in relation to get-ins, fit-ups, strikes and get-outs, including 

the assembly, rigging, adjustment and use of scenery, props, rigging and lifting 
equipment, lighting equipment, special effects and sound equipment. 

 
1.6 As required, to undertake the design of lighting and special effects for specific EA 

productions and events. 
 
1.7 As required, to assist with the manufacture, painting, moving and storage of scenery, 

props and special effects. 
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Major Task 2 – Duty Technician / AV Support 
2.1 To provide the main ‘point of contact’ for any technical support that may be required 

for a school performance or event. 
 
2.2 To liaise with event organisers and IT Department to provide suitable resources. 
 
2.3 To provide training and mentoring of a small group of staff/students in presentation 

equipment and use. 
 
2.4 To act as main point of contact for technical requirements of the Magnusson Theatre, 

the Main Hall and other presentations spaces in the school. 
 
Major Task 3 – Production Management for External Lets 
3.1 To provide a point of contact for inquiries relating to the production spaces and 

production equipment. 
 
3.2 As required by line management, to attend any and such meetings within EA, as well as 

with external companies. 
 
3.3 As required by line management, to act as Production Manager – or technical manager – 

for EA and external events. 
 
3.4 To ensure that the hours of all persons employed as casuals, for events and 

performances, are managed and recorded and that appropriate documentation is 
provided on completion of the event. 

 
Major Task 4 – Maintenance, Storage and Distribution of Equipment and Materials 
4.1 To undertake regular and proper maintenance, inspection and, where appropriate, 

testing of production technical equipment in order to ensure that they are working 
correctly and safely and are available to meet the demands of the curriculum, production 
and events. 

 
4.2 To ensure that production technical equipment is itemised and recorded in accordance 

with the EA stock control procedures. 
 
4.3 To follow the procedures relating to the reservation, issue, loan and hire of EA tools and 

equipment. To order materials, tools, and other relevant equipment following 
procedures determined by the Facilities Manager. 

 
4.4 Ensure all equipment is kept current with industry standard, and that manufacturers 

updates are followed. 
 
Major Task 5 – Health & Safety 
5.1 To ensure that local, national and EA Health & Safety regulations are implemented within 

area of responsibility. 
 
5.2 During public events, to co-operate with the Facilities Manager/Fire Officer: 

 Taking reasonable steps of ensuring the safety, comfort and security of the 
public. 

 Taking such steps as may be required to investigate and manage any fire hazard, 
alarm or similar incident. 

 
5.3 During performances and events, to provide cover, as required, for the duty Janitor or 

Fire Officer. 
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5.4 To ensure that the production and technical areas of EA are kept clean, tidy and secure 
in accordance with EA health & safety regulations and the directions of the Facilities 
Manager. 

 
Major Task 6 – Supervision of Pupils 
6.1 To supervise pupils when they are working in the production and technical areas of EA 

and to ensure that they carry out their work in a safe manner in accordance with EA 
procedures and industry best practice. 

 
 
Major Task 7 – Common Production Staff Duties 
7.1 To work flexibly, including contribution to EA work projects of a general nature. 
 
7.2 To participate, as required, in staff appraisals and training programmes. 
 
7.3      To carry out duties at all times with due regard to Equal Opportunities, Health & Safety      

and other Institute policies as agreed and revised from time to time. 
 
 
The particular duties and responsibilities attached to this post may vary from time to time 
without changing the general character of the duties or the level of responsibility entailed.   

 
LOCATION 
The job is mainly located at EA’s Senior School, as well as some tasks being completed at the 
Junior School.   
 
 
HOURS OF WORK 
An average of 37.5 hrs per week including regular evening work, unsociable hours and occasional 
working after midnight. Additional hours, including work on a Saturday and Sunday, will be 
required.  Excess hours and hours worked on a Saturday are taken off in lieu (based on flat time) 
at times to suit operational needs (normally during School holidays).  Sunday and Bank Holiday 
working may be required from time to time and is subject to remuneration policies detailed in 
the Staff Handbook.  The precise distribution of hours to be determined in consultation with the 
Head of Drama and the Facilities Manager 

 

 

 

 
 
  



The Edinburgh Academy is a registered charity, No SC 016999 

Applications 
Candidates should complete all sections of the application form. Applications can be submitted by 
email to the Rector’s Office. 
 
Candidates are welcome, if they wish, to send a copy of their curriculum vitae and/or a covering 
letter explaining why they think they are particularly suited to the role. However, please note that 
this is optional and the shortlisting for interview will be based on the application form. 
 
Further details are available from the Rector’s Office: 0131 624 4911 or 
rectorsoffice@edinburghacademy.org.uk. 
 
 

Conditions of Employment 
The appointment will be subject to satisfactory references, verification of identity and proof of 
qualifications, and (if necessary) to a satisfactory medical screening.  
 
Child Protection 
The Edinburgh Academy is committed to safeguarding and promoting the welfare of children, and 
applicants must be willing to undergo child protection screening appropriate to the post, including 
checks with past employers and at the enhanced PVG level. 
 
Equal Opportunities 
The School is an Equal Opportunities employer, and welcomes applications for this post from 
appropriately qualified persons regardless of age, disability, gender, race or sexual orientation. 
 
Barry Welsh 
Rector  
August 2019 
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