MEDIA TECHNICIAN

JOB DESCRIPTION

Responsible to:
The Business Manager, through the Network Manager

Relationships:
1. Network Manager


2. IT Team

3. Business Manager


4. All teaching and other support staff


5. Students, parents, suppliers and visitors to the school.

Hours:
35 hours per week, term time only, plus 1 week to be worked flexibly during school holiday periods.
Normal working hours 8:30am to 4:00pm including 30 minutes for lunch. Some working out of hours will be required to cover events.

Salary:
Colyton Scale 3 (£19,910 to £21,874) - £16,396 to £18,014 pro rata
Holidays:
4 weeks per annum (pro rata) included in pay calculation. To be taken during school holidays.

Confidentiality:
It is important that all information on staff, pupils and parents remains absolutely confidential

Person Specification:

	Essential Qualities/Skills
	Desirable Qualities/Skills

	Accurate and well organised
	Experience of maintaining website content (support will be given to the appropriate candidate)

	Reliable and trustworthy
	Experience of using Adobe Photoshop, InDesign and Premier

	Able to relate effectively to a wide range of students and staff
	Experience of setting up and using stage lighting, sound systems, data projectors etc

	Able to work effectively as part of the IT Team
	Experience of working in schools

	IT skills (using MS Office – particularly Word and Publisher) – able to create and edit documents, posters and similar materials
	Experience in taking portrait and landscape photographs

	Experience of video, sound and image editing
	Experience in videoing events

	Williness to train as First Aider as required and provide cover/support to the main school First Aider
	Emergency First Aid At Work qualification or higher

	Willing to work at heights (with appropriate training as necessary)
	

	Willingness to do some working out of hours (video recording/sound support for events) paid at overtime rate.
	

	Willingness to learn new skills as required for the post
	

	Able to prioritise competing workloads effectively
	

	Able to work successfully to deadlines
	


Duties:

1. Video editing and production: editing recordings supplied by staff and students, adding titles and sound as required and copying to the appropriate media, production of promotional and other video, including termly “This Term At Colyton”.

2. Digital photography: to include taking photographs for school purposes, downloading images from cameras for staff and students, manipulating/editing images as required and printing.

3. Regular updating and maintenance of the school website, in liaison with the Information Services Manager (e.g. uploading of documents, creating new notices and news items as appropriate)

4. Supporting Headteacher with Head’s Blog and Twitter

5. Updating of various Information Screen systems on school site

6. Maintenance of CGS On Demand video service, including recording and transfer of TV programmes

7. To provide support with display and sound equipment e.g. data projectors and sound systems in classrooms, sound and audio-visual systems in halls, meeting rooms etc

8. Production of promotional and other publications, including posters, to support the work of the school

9. To provide general support to the IT Team as appropriate

10. To provide support to the Drama department and with school events e.g. rigging and operating stage lighting, sound desk and associated hardware.
11. To provide First Aid cover and support to the main school First Aider.
This document outlines the duties required for the time being of this post to indicate the level of responsibility.  It is not a comprehensive or exclusive list and duties may be varied from time to time which do not change the general character of the job or the level of responsibility entailed.
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