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Job Description:

Creative Studies Technician – Art
Work Directed By:
Head of Art 
Performance Reviewer/Team Leader: Creative Studies Team Leader 
Purpose of the Post:
To support the teaching staff to ensure the smooth 

running of the department and to maintain stock levels of materials and equipment
Pay Range:
 

Band 2 to Mid point
Time Allocation: 

15 hours a week 
Main Duties and Responsibilities:

The post holder will organise her/his day to day workload and ensure that the tasks set out below are carried out following school procedures. The post holder would also have a responsibility for displays in public spaces and offices around the school. The demands of this role will vary during the year and this needs to be managed by the postholder and HoD. (Practical Support would be available from the Design Technology Technician.)

· To manage the storage of materials, equipment and artwork efficiently
· To prepare specialist materials and equipment for use in lessons
· To store exam work and distribute work back to pupils
· To provide technical assistance and support, when necessary, to pupils during lessons
· To manage and support the photocopying, collation and lamination as requested by the Head of Department 
· To provide technical support to staff and pupils for ceramics and sculpture

· To load, fire and empty the kiln and to assist with glazing
· To be responsible for art departmental displays and the preparation, mounting and installation of artwork in the classrooms and for supporting the mounting of Textile work to be assessed for examinations
· To prepare, label and send or deliver work to exhibitions
· To carry out daily maintenance duties as specified by the Head of Art
· Liaise with cleaners and maintenance staff
Administration
· To maintain the Health and safety documentation required for materials in stock
· To check incoming deliveries, to unpack and distribute as necessary
· To issue materials as required, including those ordered by pupils
· To maintain accurate records of purchases.

· To review the inventories of resources.

· To run the art shop via parent pay – issuing materials and equipment purchased.

