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Teacher Job Outline and Person Specification

	Position Title
	Faculty Technician

	Location
	Okehampton College

	Reporting to
	Head of Faculty

	Job Term
	Permanent

	Hours 
	Full-time – Part-Time will be considered

	Work Pattern
	Monday to Friday – Term time only

	Salary 
	Grade D

	Organisation
	Dartmoor Multi Academy Trust



There are 18 schools within Dartmoor Multi Academy Trust, 3 secondary, 14 primary and a new SEMH school.

On appointment, your main place of work will be at Okehampton College but you may be required to work at any other premises occupied by the Employer or any of the Employer’s Academies within Devon as directed by the Employer.  
This job description is not a comprehensive definition of the post. Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as identified below.   

Job Purpose
The main purpose of the Faculty Technician is to provide much of the wide-ranging support necessary for the faculty to operate efficiently.  The postholder is required to be instrumental in enabling the faculty to deliver the curriculum safely and effectively.  Consequently, they will need to be organised, an excellent communicator, and take a flexible and proactive approach towards discharging their duties.  The postholder will also be required to work to deadlines and respond to the ever-changing needs of the faculty, sometimes at short notice.

Key Duties
· Ensure all necessary curriculum resources are ordered and prepared in a timely manner.
· Take a proactive approach to identifying and resolving problems.  Communicate proactively and effectively with all staff in the faculty to help ensure that issues with teaching areas and resources are identified and rectified promptly and that each teacher feels supported.
· Ensure all rooms are safe, well maintained, and appropriately resourced.
· Weekly room inspections should be conducted and recorded.
· Inspections must include Health and Safety checks on all equipment and machinery throughout the faculty and ensure that adequate supplies of appropriate materials, etc. are available in each room.
· Defects must be reported and repaired as appropriate - liaise with the caretaking/premises team/contractors, etc. as necessary to organise repairs, etc.
· Clean, maintain, service, repair, setup, and test workshop machinery/equipment, etc. as appropriate - organise contractors to do these tasks if necessary.
· Record keeping - create and maintain service, testing and other records, (e.g., COSHH inventory, equipment inventory, etc.).
· Conduct a range of administration duties, e.g., printing, photocopying and setting up resources for cover lessons, etc.
· Ensure all necessary Health and Safety certification is kept up to date and undertake additional CPD as required.
· Monitor and maintain stock levels across the faculty, allowing for when the financial books close and ordering isn’t possible.
· Order, receive, and distribute materials and equipment across the faculty.  
· Organise, store and tidy materials, etc. across the faculty.
· Support teachers and students (under teacher supervision) during lessons and assist with packing away equipment and materials as required.
· Support staff with the development of projects, resources, displays, etc. as required.  Work closely with teaching staff to support, develop and further extend the work of the faculty and the experiences of the students.
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Trust governance team
governance@dmatschools.org.uk

Community contact
community@dmatschools.org.uk

Recruitment and references
recruitment@dmatschools.org.uk

Media enquiries n y

communications@dmat.org.uk dartmoormat.org.uk
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