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Art & Design Technology Technician 
 

Salary / grade range C1 SCP 12 - 17 £24,491 - £26,567 - 39 weeks 

Location Co-op Academy Leeds 

Reports to Head of Design & Technology 

 

Purpose of role:  
● The role of the Art & Design Technician is a key role within the academy and the wider 

community. Working as part of a team, you will ensure that all students have the best 
possible experience in art and design, ensuring that there is support for the curriculum and 
that art and design work is visible across the academy. 

 
● The post holder will ensure that the various resources of the school are used in the most 

efficient and cost-effective way so that the school can fulfil its educational objectives and 
continually illustrate art and design and contribute to excellence within the curriculum area 
whilst also contributing to pupils' learning within a pleasant and stimulating environment.  

 

Key accountabilities (and specific duties / responsibilities): 

The duties outlined in this job description may be modified by the Headteacher to  
reflect or anticipate changes in the job, commensurate with the salary and job title.   
 

● Prepare materials and teaching resources as required by the subject teacher prior to 
lessons 

● Assist staff in developing appropriate resources for teaching and learning. 
● To operate and assist with the maintenance of the school Kiln as and when needed. 
● Assist teachers as necessary with any technical, practical or administrative support. 
● Organise and set up extra equipment for lessons 
● Checking of the availability of suitable materials and equipment, including keeping stock 

levels to defined limits and/or substituting suitable materials where necessary and 
appropriate 

● Help to compile and check delivery of orders, including liaison with suppliers and to maintain 
a financial record 

● Keep all classrooms organised and free from hazards 
● Regularly maintain and repair the equipment and tools in the workshop and classroom 

areas in line with Health and Safety guidelines (including cleaning, oiling, sharpening, 
removing dust and minor repairs) and keep records of all actions and recommendations 
relating to this. 

● Report any defects and damage to equipment to the line manager and to arrange 
repair/service by the appropriate body when not competent or safe, in line with H&S 
guidelines. 
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● Control and store safely all chemicals, flammables and specialised solutions ensuring that 
current Health & Safety, COSHH and ESCC regulations are adhered to 

● Ensure hand tools are kept in optimum condition and stored correctly 
● Ensure adequate cleanliness of equipment, machinery and materials across both Art and 

DT. 
● Empty and clean the dust extraction filters as required by the manufacturer / subject teacher 
● To maintain all necessary safety signs adjacent to machinery  
● To keep sinks and worktops clean, maintain aprons in a serviceable condition and keep 

stock and tool rooms clean, tidy and in good order 
● To assist with the maintenance and deployment of all A/V equipment within the Department 
● To assist the students in the CAD/CAM process, laser cutting components as needed. 
● To be competent with the use of Photoshop software to create mood boards and image 

boards.  
● Safe disposal of used materials, including dangerous/hazardous material 
● To be familiar with the different types of materials used across DT and Art such as, water 

colour, charcoal, Ink, Chalk, MDF, Plastics etc.  
● To be able to use a camera and other visual resources; and support students in use, 

uploading and manipulating photographs and images through software packages.  
● Keep spaces dedicated to the arts and design organised, stocked and tidy 
● Up-dating assessment sheets, group lists and admin of the DT and Art carousel. 
● Organise safe storage, retrieval and accessibility to equipment and materials and student 

work 
● Assist with the organisation of displays, trips or in-house events organised by the 

department.  
● Provide support for the teacher during practical lessons which will include direct pupil 

supervision. Support teachers in preparing student work for exam and moderation purposes 
● Assist with major events, exhibitions and performances 

 
 
General 

● As part of a team, attend meetings and make suggestions in developing and reviewing 
individual and team progress and the development of policies and procedures. 

● Liaise and communicate effectively both verbally and in writing with students, staff, 
parents/carers and external agencies. 

● To adhere to strict confidential practices in relation to all personal information, following the 
GDPR policies and procedures 

● To work occasional additional hours whether in the evening or at weekends, when the 
workload requires it 

● To participate in staff development and training and lead this as required 
● To observe the academy’s visions and values, and those of the trust, ensuring that these 

are at the heart of all decision which are made 
● To undertake similar tasks, including exam invigilation and deputising for other support staff, 

and any reasonable requirement as may be determined by the Headteacher 
● To understand the importance of inclusion, equality and diversity both when working with 

pupils and with colleagues, and to promote equal opportunities for all 
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Health and Safety 
● First Aider (training will be provided) 
● Be aware of the responsibility for personal Health, Safety and Welfare and that of others 
      who may be affected by your actions or inactions. 
● Cooperate with the Academy on all issues related to Health, Safety and Welfare. 

 
Continuing Professional Development 

● Undertake any necessary professional development as identified in the Academy  
Development Plan taking full advantage of any relevant training and development available. 

● Undergo appropriate training in order to develop skills for the post. 
 
Safeguarding Roles and Responsibilities 
 

● Follow academy’s policy and procedures in respect to all aspects of safeguarding (including 

whistleblowing if necessary) 

● Maintain secure knowledge in relation to safeguarding policy and procedures, including 

through attending training as directed by the DSL/HT 

● Seek advice and support from DSL and/or headteacher as needed 

 

 
 

Personal attributes required (based on job description): 

Attributes All attributes are 
essential, unless 
indicated below as 
‘desirable’ 

How measured, 
e.g. application 
form (A), 
interview (I) test 
(T) 

Qualifications 
● Possess an NVQ2 or equivalent qualification in 

the relevant discipline 
● Excellent numeracy/literacy skills – equivalent to 

Level 2 in English & Maths. 
 

 A 

Experience 
● Working with young people of secondary age 
● Working with disaffected or challenging young 

people 
● Working in a school, academy or other 

educational setting 

 
 
 
 
Desirable 
 

A/I 
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● Experience of leading small group work  
● Experience of working in a multicultural setting 
● Sound understanding of the Academy’s policies 

relating to safeguarding, inclusion and behaviour. 
● Have experiencing using and/or maintaining a Kiln 

and CAD/CAM 
 

Desirable 
Desirable 
Desirable 
 
Desirable  

Skills, Ability, Knowledge 
● Child Protection procedures 
● Ability to forge excellent relationships especially 

with the more challenging students 
● Ability to work constructively as part of a team 
● Willing to undergo first aid training 
● Ability to supervise students and be firm but fair at 

all times 
● Ability to keep calm under pressure or during 

unexpected circumstances. 
● Accurate and well organised approach to work 
● Excellent standard of interpersonal, oral and 

written communication skills 
● Ability to work flexibly and respond to developing 

needs 
● Ability to prioritise and work under pressure 
● Ability to work to predetermined instructions 
● Ability to judge when a decision needs to be 

referred to line manager 
● Ability to communicate with pupils and members 

of staff clearly and accurately. 
 

 
 
 
 
 
Desirable 

A/I 

Personal Qualities 
● Flexible in approach 
● Enthusiastic can-do approach 
● Good team member 
● Willingness to participate in the wider life of the 

Academy 
● Commitment to high educational, professional and 

personal standards. 
● Excellent attendance and punctuality record  

● Ambition to succeed, develop and engage in 
continuous Professional Development 

● Calm and approachable demeanour. 
● Resilience and a sense of humour. 

 I 
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● Commitment to the safeguarding of children and 
young people 

 
This post is subject to an enhanced DBS check.  We value variety and individual differences, and aim 
to create a culture, environment and practices at all levels which encompass acceptance, respect and 
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and 
principles, and the Ways of Being Co-op. 


