COLTON HILLS COMMUNITY SCHOOL JOB DESCRIPTION: 
ART DESIGN AND TECHNOLOGY TECHNICIAN
School Hours – 37 Hours per week - 8.00 – 4.00 pm Mon-Thurs 8.00 – 3.30 pm Friday (30 Mins Lunch)
Term time only: Salary – NJC Grade 3 – £23,114 - £23,893 – Pro Rata – Actual Salary - £19,726 
Responsible to the curriculum Leader for Art and the Curriculum Leader for Design Technology to provide an efficient, effective and safe technical service to pupils and teachers, making a contribution to ensuring the Art and Design Curriculum is delivered in accordance with current National standards to the satisfaction of the school’s Governing Body.
Duties and Responsibilities 
1. Preparing of equipment and materials for Art, Design Technology and Graphics lessons ensuring that an efficient, safe and effective service is maintained at all times.
2. Responsible for the maintenance of all equipment, tools and machinery in the department and to keep accurate maintenance records. 
3. Provide support and assistance to the classroom teacher during practical lessons and to work alongside pupils. 
4. To assist in the preparation and collection of materials for practical work and dispense items as required. 
5. Keep a track of stock levels and purchase items on the school’s P Card as required. 
6. Assist in the organisation and presentation of the Technology and Art Rooms. 
7. Assist in maintaining departmental displays of work both in the technology area and around the school. 
8. Carry out a range of administration duties, ie production of registers, class lists and preparing teaching materials. 
9. Ensure that all equipment is accounted for, in the correct place and replaced where necessary. 
10. Ensure that all equipment is stored in a safe and appropriate manner. 

General 
1. Maintain a safe and clean working environment at all times. 
2. Work on your own initiative as well as a member of a team. 
3. Plan and prioritise your work effectively. 
4. To attend and participate in relevant meetings as required. 
5. Assist with the supervision of pupils out of lesson times, eg lunch times, clubs, visits and extra-curricular activities organized by the department
 6. Assist with the supervision of pupils at break and lunchtimes.
Other 
1. The post holder will be expected to carry out all duties in the context of and in compliance with all the school policies. 
2. To be willing to undertake training as necessary. 
3. To participate in personal and team reviews. 
4. To be familiar with Health & Safety regulations. 
5. Provide First Aid when necessary (after training) 
6. Be aware of and take part in the school’s performance management framework and participate in training and development activities as required. 
7. In addition to the specific responsibilities of the post, as a member of the support team, the post holder will be expected to assist with other tasks of the support team as and when required.
DESIGN AND TECHNOLOGY PERSON SPECIFICATION
	
	Essential
	Desirable

	Level 2 Literacy and Numeracy
	X
	

	A successful record of efficient and accurate record keeping
	X
	

	Trained to use tools and related machinery in a Design and Technology workshop 
	X
	

	Knowledge of Health and Safety regulations relating to the Design and Technology curriculum area
	
	X

	An ability to carry out risk assessments in relation to practical work
	X
	

	Previous experience of working in a school environment
	
	X

	Experience of liaising with professional colleagues within a school
	
	X

	To be aware of Health and Safety procedures when operating and supervising students using machinery
	X
	

	A commitment to continuing professional development
	X
	

	A commitment to all aspects of confidentiality within the protocols of an educational context
	X
	

	A commitment to all aspects of safeguarding the welfare of young people
	X
	

	An ability to work calmly under pressure when dealing with young people and adults
	X
	




