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Job Description

Media Technician
Job Title:


Media Technician
Section:


Science, ICT and Media 

Hours:



36 hours per week, 39 weeks per year
Grade:



Scale 4 
Reporting to:


Head of School 
Base:



Harrow-on-the-Hill Campus
MAIN SCOPE OF POST

The main responsibilities of the post include maintenance of all Media workrooms and hardware/equipment, facilitating our Media learners with their coursework by supporting them with their practical productions, ensuring that equipment is serviced and repaired where necessary and tracking equipment usage, aiding staff with extra/technical support during teaching sessions.    

DUTIES

1. Curriculum Support duties
· Lead workshops for students in digital video, interactive and audio production work.

· Manage all media equipment and advise and consult on purchase of new and emerging media technologies and media related resources, as required.

· Review, liaise and recommend changes as necessary to ensure efficiency and best practice within the Media department.

· Administer logging and tracking systems of equipment usage and return.

· Support and train staff and students in video and audio editing using variety of media hardware and software.

· Contribute and support the Science, ICT and Media Department to sustain the highest levels of Learner Achievement.

· Ensure that all equipments is maintained according to the Health and Safety Regulations and that equipment is in good working order.
· Conduct servicing and repair of equipment and to ensure that equipment that cannot be repaired on site is sent away for repair.

· Ensure the maintenance of all Media workrooms (Classrooms, Studio, Edit Suite, Equipment Store); for example, in the studio, checking the studio daily on its condition, turning on/off the air conditioning, checking all hardware and matts are stored away correctly, checking switches are all off and all lights are working for any productions that take place.
· Assist at special events, such as Media EXPO (internal exhibitions), Open Days/Evenings, End of project screenings, and End of Term/Year Events.

2.  Network Services

· Maintain all Mac related networked and standalone devices within the Editing Suite.
· Within the Science, ICT and Media Department, installation and configuration of Media hardware and software, operating systems and curricular application software; maintenance of services.
· Responsible for First line support to end users on all Mac related hardware and operating software issues, both networked and standalone within the Media Department.
· Diagnose and repair faulty Mac and media equipment, where possible.
· Install and maintain stand-alone and networked application software outside the college PC image, for Science, ICT and Media Department.
· Assist in the production of Department’s disaster recovery plans for all areas of responsibility.

· Maintain all Mac related site logs, including network diary, fault logs, backup logs, disaster recovery logs and inventory tracking systems.
· Liaise with college’s IT service to ensure a co-ordinated and planned IT service for the school

3.  General Duties
· Take an active part in the appraisal and mentoring processes. 
· Comply with all relevant Health & Safety Regulations and assist the College in the implementation of its own Health & Safety Policy and undertake Risk assessments within own area of work.

· Comply with and actively promote within their section the college’s Equal Opportunity Policy.

· Participate in and contribute to the College’s in-service and training activities.

· Participate in the College’s enrolment.

· Carry out other duties as may be reasonably required.

	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.


Media Technician
Person Specification
	
	Essential
	Desirable
	How assessed?*

	Qualifications
	
	
	

	· Relevant industry qualification at minimum of level 4 (e.g. Degree or HND Media or Creative related subject area
	(
	
	AF/Cert

	· Microsoft or Adobe Certified Professional 
	
	(
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Experience with Final Cut Pro and/or Adobe Premiere Pro edit software
	(
	
	AF

	· Good working knowledge of Mac OS9 and OS X operating system
	(
	
	AF

	· Ability to troubleshoot and repair hardware and software faults to intermediate level
	(
	
	AF

	· Experience of working with Radio and Sound Suites 
	
	(
	AF/IV

	· Experience demonstrating new and emerging technology; software and appropriate media equipment.
	
	(
	AF/IV

	· Experience of maintaining inventories/tracking systems
	
	(
	AF/IV

	· Practical experience in maintenance and repair of electronic equipment (particularly Media hardware)
	
	(
	AF/IV

	· Knowledge of Radio production and other Adobe software such as Audition, Photoshop, After Effects. 
	
	(
	AF/IV

	· Experience of working in media industry
	
	(
	AF/IV

	· Ability to engage with young people
	(
	
	AF/IV

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

	· Understanding of and commitment to Equality and Diversity and Safeguarding in education
	(
	
	IV

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

	· Excellent organisational skills
	(
	
	AF/IV

	· Excellent customer service skills
	(
	
	AF/IV

	· Good standard of literacy and numeracy
	(
	
	AF/T

	· Ability to work under pressure to deadlines and able to deal effectively with changing priorities
	(
	
	AF/IV

	· Ability to work unsupervised and use own initiative
	(
	
	AF/IV

	· Willingness to work flexibly when required
	(
	
	AF/IV

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

Communication;  Planning and Organising; Working Together 

Customer Service; Adaptability/Flexibility
	(
	
	AF/IV


*Evidence of criteria will be established from:

AF = Application Form

Cert = Certificates checked on induction 

IV = Interview

T = Test (Micro-teach/Skills test)
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