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Job Description
Technician – Art and Design - 3D Specialism
Post Title:
            Technician – Art and Design – 3D Specialism
Grade:


Scale 4/5
Hours:


36 hours per week, 39 weeks per year to cover term times
Reporting To:
Head of School: Foundation, Learning Support and Art
Base:


Harrow Weald
Key Accountabilities

The post holder will be a key member of the support team for the curriculum area and will provide appropriate support to staff and learners within the area contributing to the high quality of service offered within the Section of Art and Media, supporting new team initiatives.

Duties 

Student Management & Support

· Support teaching staff and others in the 3D workshops, order resources for lessons and manage the workshops in accordance with Health and Safety guidelines.
· Supervise classes of learners in the teaching areas in the event of short unplanned teacher absence

· Provide active support to learners in studios/small groups/classes and cover classes where necessary
· To support student project work and supervised study sessions
· Assist in the supervision of users and help to maintain discipline through active involvement with learners
· Assist in the induction of new staff and learners by providing individual or group guidance as appropriate

· Work with own team and with teaching teams in promoting and developing a range of teaching and learning strategies

· Deliver group training to other members of own team, to other college staff and to learners as required by Line Manager

· Work flexibly as a team across all the centres where courses run
· Work in line with the College’s Sustainability policy
· If appropriate, prepare instructions/self-help guides 

· Prepare electronic and paper-based learning materials, in collaboration with teaching teams

· To work some evenings/Saturdays if required by line manager

Resource Management

· Liaise closely with technical support staff to ensure that efficient and effective computer-based resources are in place
· Take responsibility for the regular maintenance of CAD / CAM machinery.

· Carry out daily and weekly checks on extraction and machinery

· Take responsibility for the filing and storing of health and safety record keeping in the area.
· Take responsibility for resources relevant to the area.
· Maintain a good working knowledge of new developments in information & learning technologies, and advise on the use of such development in the college

· Maintain a working knowledge of software necessary for the role 

Quality

· Contribute to the formation and implementation of annual Quality Targets

External

· Attend conferences and courses as appropriate to maintain awareness of 3D resources 
· Maintain pro-active contact with other colleges/bodies as appropriate to remain in line with best practice across the sector

General Duties
· To promote the efficiency and effectiveness of the Department.
· To contribute to the management of learners throughout the College

· To participate in a programme of personal staff development, staff conferences and appraisal system, appropriate to both individual and College needs

· To support the ethos of HCUC, its marketing and recruitment activities

· To participate fully in the development of effective teams throughout the College

· To maintain the highest standards in accordance with the policies of the Corporation

· To participate in Open Evenings, Parent/Student Consultation Evenings and other College events
· To support the College’s commitment to safeguarding and promoting the welfare of children, young adults and vulnerable adults.
· To use Information Technology where appropriate and demonstrate a commitment to development own IT skills

· To operate to required standards of Health and Safety legislation

· To assist with promotion, supervision, management and administration of such College activities as may be required from time to time.  In particular to support the enrolment activities of the College at busy periods

· To carry out other duties as may reasonably be required by the Line Manager
Further Education is an ever-changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work.  This job description will be reviewed annually during the appraisal process and will be varied in the light of the business needs of the College.

Technician – Art and Design – 3D Specialism

Person Specification
	
	Essential
	Desirable
	How Assessed?*

	Qualifications
	
	
	

	· Good standard of general education (GCSE level or equivalent)
	(
	
	Cert/AF

	· A degree or relevant qualification in Art and Design

	(
	
	Cert/AF

	Knowledge, Skills and Experience
	
	
	

	· Experience of working in a 3D workshop environment
	(
	
	AF/IV

	· Experience of working with and supporting young people
	(
	
	AF/IV

	· Experience of resource management
	(
	
	AF/IV

	· Ability to maintain equipment including CAD/CAM machinery
	(
	
	AF/IV

	· Knowledge and awareness of current

practice and developments within the area
	(
	
	AF/IV

	· Understanding of Health and Safety procedures in a 3D environment or willing to undertake training
	(
	
	AF/IV

	· Knowledge of areas within the 3D art curriculum
	(
	
	AF/IV

	· Good communication skills, written and verbal
	(
	
	AF/IV

	· Good organisational skills
	(
	
	AF/IV

	· Ability to build effective working relationships with post-16 students
	(
	
	AF/IV

	· Ability to effectively support students in their learning
	(
	
	AF/IV

	· Good literacy and numeracy skills
	(
	
	AF/T

	· Understanding of the importance of Equality and Diversity and Safeguarding in education
	(
	
	AF/IV

	· Knowledge of maintaining a 3D workshop sustainably
	(
	
	AF/IV

	Personal Attributes
	
	
	

	· Ability and willingness to work flexibly including some evening work to support student productions
	(
	
	AF/IV

	· Ability to work on own initiative and a pro-active approach to work
	(
	
	AF/IV

	· A positive and forward thinking approach 
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	Competencies

Support staff should be able to demonstrate competency in all of the following areas:

Communication; Planning and Organising; Working Together; Customer Focus; Adaptability/Flexibility
	
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form

IV = Interview

T = Test (Micro-teach/Skills test)

Cert = Certificates checked on induction
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