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JOB DESCRIPTION 

	POST:
	Senior Science Technician 

	
	

	REPORTING TO:
	Team & Subject Leader Science
Senior Science Technician

	
	

	SALARY AND CONDITIONS:
	Scale 5/6 dependent on experience
39 weeks term time only
Full time 8am-4pm
Required to work at Both Sites on a timetable basis.



	
	

	
	

	IMPORTANT FUNCTIONAL RELATIONSHIPS:
	Science Team
Students and Parents



	
	


CORE PURPOSE

The Senior Science technician is responsible for:

1 Ensuring that a safe, effective and efficient laboratory technical service is provided for use by students and teaching staff across both school sites.

2 Providing technical advice and assistance in the classroom to support students and to assist teaching staff with the provision of learning activities on both school sites.

3 Co-ordinating the use and development of practical resources and facilities within the science department.

4 The line management of all science technicians including their induction, training and performance management. 

5 Ensuring that health and safety requirements and other relevant regulations are in place and adhered to, including the completion and recording of necessary checks.

6 Carry out all duties and responsibilities in accordance with the school’s Mission Statement, Staff Handbook, policies, current practice and duty of care for the students’ well-being and safety; not to do anything to bring the name or ethos of the school into disrepute.
7 Actively support the school’s ambitions and high standards.
PRINCIPAL RESPONSIBILITIES

The duties of the Senior Science Technician include the provision of practical equipment, chemicals and other necessary materials for lessons, general support to the teaching staff within the Department and, under the supervision of the teaching staff, support to individual pupils or groups of pupils during practical activities

Main Tasks and Responsibilities

General

1. Establish and maintain good relationships with all students, parents/carers, colleagues and other professionals.

2. Organise and monitor the science technicians’ workloads to meet departmental curricular needs, delegating tasks appropriately and ensuring that science on both sites runs smoothly.

3. Ensure that staff in the science department are aware of and comply with all health and safety requirements and other relevant regulations.

4. In discussion with the head of science, organise and put in place contingency plans to meet the needs of the science department in the event of emergencies such as absence, power cuts or equipment failure.

5. Ensure that the technician team is well resourced, organised and developed to meet the performance standards required by the science department/s.

6. Liaise with the head of science in order to put in place requirements for practical school and public examinations.

7. Coordinate the putting up and maintenance of appropriate classroom and corridor displays within the science department/s.

8. Ensure that equipment is in good working order and that laboratories, preparation areas and storerooms are in a clean, safe and orderly condition.

9. Ensure the cleaning and maintenance of glassware, equipment and sinks.

10. Under the guidance of her/his line manager, hold responsibility for the promotion and observance of a healthy and safe working environment. This includes:

a. leading and co-ordinating the assessment, monitoring and review of health and safety procedures and information resources.

b. keep up-to-date with current procedures and practices through continuing professional development.

c. provide technical advice on health and safety issues and other relevant regulations to teachers and support staff.

d. ensure the safe treatment and disposal of used materials, including hazardous substances, and responding to actual or potential hazards.

e. ensure safe storage and accessibility of equipment and materials.

11. Advise the head of science and other members of the science team in the design, development and maintenance of specialist resources and/or long term projects, and offer professional guidance, assistance and support to teachers on the practical aspects of the curriculum.

12. hold responsibility for setting up and monitoring systems used in the management and control of practical resources, including: 

a. carry out stock control, compiling orders, liaising and/or negotiating with suppliers, and maintaining appropriate records.

b. ensure the availability of suitable materials and suggest alternatives for suitability, sustainability and economy.

13. Carry out routine and non-routine checking, cleaning, and maintenance, calibration, testing and repairing of equipment to the required standard.

14. carry out and update risk assessments in accordance with school policies

15. To prepare equipment, materials and any necessary chemical solutions for lessons, demonstrations, displays, exhibitions and practical examinations, including the preparation of standard volumetric solutions and bench/test reagents.
16. To store chemical stocks in an orderly and safe manner.
17. To ensure the maintenance of adequate stock levels by keeping stock records, recommending stock needed and preparing draft requisitions for signature.
18. To ensure that the gas and electricity in the laboratories are turned on at the beginning of the day and off at the end of the day.
19. To maintain an awareness of curriculum changes.
20. Assisting teachers during lessons as required.
21. Responsibility for the provision of apparatus and equipment for Open Days and after-school Science Club.

2. Added skills 
2.1 
Being proficient in, or willing to be trained in, standard biology, chemistry and physics laboratory techniques as required for Key Stage 3, GCSE and A Level study with an ability to set up and prepare Key Stage 3, GCSE and A Level experiments, including the use of data logging equipment.

2.2 Setting up and maintaining practical biology, chemistry and physics resources as requested by members of the Science Department.
2.3 Make up standard chemical solutions safely.
2.4 Maintain apparatus in a usable state and undertake minor repairs and maintenance where feasible. 
3. Safety

3.1      To keep up to date with, and work according to, safety legislation, including CLEAPSS                and COSHH guidelines, liaise with the Science teachers regarding safety matters and advise them of any potential problems with materials or equipment.

3.2      To periodically test and repair equipment used in the Department to ensure that it is in good working order.

3.3      To ensure the safe storage of poisonous, toxic or flammable chemicals and radioactive sources in accordance with COSHH regulations.
3.4      To ensure the safe disposal of chemical waste, animal waste or other waste produced in the department during experiments/lessons

3.5     To alert the Senior Science Technician and the Subject Leader to any issues of safety within the Science Department.

3.5     To liaise with caretaking staff regarding any gas or electrical problems that may occur.

3.6     Be a First Aider for the science department
4. Additional Duties

a) To assist in duplicating and photocopying.
b) To have a familiarity with the ICT and audio/visual equipment. 
c) To maintain Departmental records using a computer for record keeping (using Excel) and word processing (using Word) where appropriate and ensure that all administrative duties, checks and documentation are completed to the required level of accuracy, including returns and reports.
d) Source suppliers applying best value principles.
e) Ensure that financial procedures and activities are, carried out within the department/s in accordance with school policies and procedures. 
f) Complete equipment and stock inventories as required.
g)
To perform any additional duties as may reasonably be assigned to the Technician from time to time by the Head of Science
h)
Handing out of resources (eg revision guides) paid for by students as required.

i)
To undertake any training considered necessary.

5. Team Skills

a) To have a flexible approach to working in a split site school and an understanding of the need to travel between sites.
b) To organise technician rotas, for issues such as working across both sites, the timing of lunch breaks and covering for absent colleagues.
c) Identify the training needs of science technicians and organise appropriate development opportunities in discussion with her/his line manager.

d) Complete science technicians’ appraisals, including the setting of appropriate targets.
e) To attend meetings with the Head of Science and KS3 and KS4 Science Achievement Leaders as required.

Specific Professional Development and Training

· Follow school procedures and seek to attend training as required to maintain an up-to-date knowledge relevant to the post.
EXPECTATIONS OF ALL STAFF (Teaching & Support)

· Support the Headteacher and Strategic Leadership Team in creating a culture for learning, high standards of achievement and success for all the students. 

· Remember your duty of care for all the students in the library and around the buildings.

· Carry out all duties and responsibilities in accordance with the school’s Mission Statement, contents of the Staff Handbook, policies, current practice and your duty of care for the students’ well-being and safety; not to do anything to bring the name or ethos of the school into disrepute.

· Work flexibly as a member of a team, and undertake such other duties as may be required within the scope of this post.  

· Deal with enquiries efficiently and sensitively.   

· Ensure absolute confidentiality in all matters relating to the students, staff and school business.

· The post holder will ensure that the duties of the post are undertaken with due regard to the School’s Health & Safety Policy and to their personal responsibilities under the provisions of the Health & Safety at Work Act 1974 and all other relevant subordinate legislation.

· Be aware of and comply with policies and procedures relating to child protection, health & safety, security and confidentiality. 

· Report child protection (CP) concerns immediately to the named CP person(s).   

· Attend and participate in relevant meetings, training, performance development and other activities as required.

SAFEGUARDING (CHILD PROTECTION)

St. Anne’s is committed to safeguarding and promoting the welfare of children and young people.  Therefore, all employees working at this school are expected to share this commitment.

NOTE

This job description should not be viewed as a comprehensive description of the post. Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  

Employees will be expected to comply with any reasonable request from those in a position of responsibility to undertake work of a similar level that is not specified in this job description.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the salary scale and job title.

This position is required to work over both sites on a timetable basis.

Signature of Post Holder
………………………

Date
………………………

Signature of Headteacher
………………………

Date
………………………
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Headteacher Mrs S Gilling
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