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Job description               

The Grammar School at Leeds                                                                                                                                          

Job Title: Lead arts and events technician

Salary: GS4 + M&L1 GSAL points 19-22 (£20,661 -£22,658 fte – Actual salary £17,204 - £18,867) plus M&L1 - £1044 p.a team leader allowance
Hours: 1330 hours per year on an annualised hours contract. Although on a typical school day working hours are 08.30 to 16.00, Monday to Friday (excluding a 30 minute unpaid lunch break per day). Flexibility is required during busy periods when events are on, which will involve working evenings and occasionally on a weekend. (This contract is therefore based on a typical 35 hours per week, term time only plus 15 additional days to be worked in school holidays).
Responsible to:  Deputy Head Pastoral and Co-curricular and through him/her to the Heads of department for music and for drama.

Main purpose of Job:
To act as lead AV technician and be responsible for, and to supervise as appropriate, all technical (audio, visual and presentational) aspects for curricular and co-curricular events and performances as required by the school, including public and private events for external relations purposes.

Main responsibilities:

· Meet regularly with the Asst. Deputy Head (Pastoral and Co-Curricular) and update them on progress against responsibilities of this position. 
· Manage the booking system and allocate tasks to members of the team through regular scheduled meetings
· Manage the hours of members of the team so as to accommodate individual needs and contractual hours to meet the demands of the school
· Manage the AV budget 
· Ensure all risk assessments are made according to the school’s processes and in good time
· Ensure all communal spaces, including work spaces and storage areas, are kept tidy and meet the requirements of the H&S committee
· Establish and develop a programme of inset designed to up-skill all members of the team across all aspects of AV work
· Establish and develop a formal ‘AV Tech Club’ for interested students to be delivered through school processes

· To provide technical support, or training, as required for staff and pupils involved with presentations and events such as shows, concerts, assemblies, INSET days, information evenings and examinations.

· To provide technical support and assistance for all classes in the music and drama departments at KS3,KS4 and KS,  assisting at RC or JS as required.

· To assist and support with set and staging construction for school events.

· To be responsible for the organisation and management of a Student Technical team, providing co-curricular clubs for students to develop theatre backstage and technician skills.  

· To conduct recordings (audio or visual as appropriate) for internal and public examined music and drama class practical components.

· Promoting and maintaining a safe and tidy environment, creating and maintaining all necessary risk assessments, assisting with H&S audits, and reporting any breaches to the H&S Officer for those areas in which you work around school.

· To be responsible for the security, maintenance and upkeep of lighting, sound and video equipment in the School, carrying out minor repairs and arranging for specialist repairs when necessary.

· To be responsible for the sourcing of props and scenery for school events, as required.

· To work with the Head of Drama to assist in the delivery of technical aspects of the curriculum.

General:

· Any other assistance as may be reasonably required from time to time by the Principal or other senior manager in order to facilitate the efficient running of the school. 

· This job description does not define in detail all responsibilities and the responsibilities and activities in the job description may be varied to meet the changing demands of the school at the reasonable direction of the Principal.

· All staff employed by The Grammar School at Leeds are expected to take responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible or with whom they come into contact.

· All staff should be aware of the School’s Health & Safety Policy and implement it as appropriate.
