CHESTNUT GROVE ACADEMY - JOB DESCRIPTION

P.E.  TECHNICIAN 

Grade:

 SC 4  
Pts 18 - 21

Contract:

 Permanent   Term Time + 2 weeks  (40  weeks per year)

Hours:


36 hours per week (excl lunch breaks)




Mon-Fri   08:00 – 16:00 
Overtime may be required until 18:00 on some weeknights as agreed, for which additional payment will be made. 

Reports To:
 
This post is professionally responsible to the school 




Business Manager but will report to and be directed by the 




Head of PE on a day to day basis.

Location:
Primarily within the school site but will be required to work 
offsite as well.

---------------------------------------------------------------------------------------------------------------- 

CONTEXT:

Chestnut Grove is a high performing comprehensive which prides itself on enabling students of all abilities and backgrounds to achieve highly. It was judged Outstanding by Ofsted in March 2008.  The school is a long-established arts college, specialising in the visual arts and media, but academic successes span the whole curriculum. The student role is approximately 1,050 students at 11-15 and 250 in the 6th form.
PURPOSE OF JOB: 

Responsible, under the instruction of the Head of PE for providing a supportive service to the P.E. Department, running extra-curricular clubs, assisting in the organisation of the department’s  practical and administrative work; such that students maximise their possibilities within P.E. lessons.
N.B.   Some responsibilities and duties outlined in this job description, may involve the lifting and moving of heavy equipment and other strenuous activities.
1.0 Organisational Responsibilities and Tasks:
1.1 Supervising the changing rooms and dealing with latecomers, in order that P.E. lessons can begin promptly;

1.2 Supervising and supporting students not participating in P.E. lessons, ensuring they do set work;

1.3 Under the direction of the Head of P.E. supervising lessons when staff are absent or delayed – e.g. supervising warm-up while staff are clearing changing rooms or running a cover lesson;

1.4 Under the direction of the Head of P.E., teach/support in appropriate P.E. lessons;

1.5 Participate in the P.E. department’s assessment of students’ progress, under the direction of the Head of P.E.

1.6 Supporting students for whom P.E. is not easy, or for whom English is a second language, or who have learning difficulties;

1.7     Running pre and post school activities and lunchtime clubs for students.
2.0
Resources

2.1
Washing and drying P.E. kit in time for lessons and giving out kit to students who fail to bring their own; 

2.2      Ensuring that P.E. equipment is set up for lessons in good time;
2.3   
Maintaining equipment and resources, carrying out basic repairs / organising the repair of equipment / resources  

3.0 Administration

3.1 To provide general business and administrative support to the PE department     e.g. letter writing, photocopying, faxing, etc;


3.2 To be responsible for efficiently maintaining the department’s asset lists, ordering and checking stock as appropriate. 

3.3
To raise purchase orders and to monitor the department budget, bringing any problems or issues to the attention of the Head of Department or business manager.

3.4
Organisation, storage and disposal of equipment, in accordance with Departmental policy and established guidelines. To ensure that broken equipment is written off and removed or repaired quickly.

3.5 
Keeping accurate records of maintenance of equipment
3.6 
Contacting parents of students who persistently forget PE kit;
3.7
 Coordinating the school’s fixture timetable.

3.8  
Coordinating fortnightly ‘sports roundup’ entries in the school newsletter.

3.9 
Provide administrative support for the Duke of Edinburgh programme.
3.0
Health and Safety

3.1
To ensure the Sports Hall and Fitness room kept clean and tidy and safe for use by students and staff.

3.2
In conjunction with the Head of PE, to maintain and update the departments Health & Safety policy and to ensure that risk assessments are completed and filed accurately.

3.3 To maintain P.E. equipment having due regards to Health and  Safety regulations, and carrying out simple repairs, in the fitness room;

3.4       To keep the  PE store cupboard well equipped and tidy at all times;  
3.5 
To comply with school’s health and safety policy at all times and to take responsibility for own and others Health and Safety, ensuring issues are raised or reported as required to senior management or Health and Safety representatives.

4.0 Other Main Duties

4.1 To comply with and understand responsibilities of the role as outlined in the school’s safeguarding policies and the DfE’s guide to “Keeping Children Safe in Education”
4.1
To be fully aware and understand the duties and responsibilities pertaining to the Children’s Act 2004 in relation to child protection and safeguarding children and young people, reporting all concerns to an appropriate person;

4.2 
To be aware of and support difference and ensure equal opportunities for all.

4.3 
To play a full part in the life of the school community, to support its ethos and to encourage students, staff and colleagues to do the same.

4.4 
To engage actively with the performance review process and take responsibility for own training and development.

4.5 
To undertake any other administrative or technician duties in the school if directed and to comply with any reasonable request from the Business Manager or SLT to undertake work of a similar level. 

5.0
Person Specification
5.1
Qualifications.

Essential:
Experience of working within a Sports environment, preferably in an educational setting. 



Desirable: 
GCSE English and Maths.



Full and clean driving licence

Willingness to drive the school Minibus, after training. 

5.2
Experience and Knowledge

a) An understanding of how to work with and supervise young people both in practical situations and other lessons when needed;

b) Awareness of and interest in current developments in Sports Science and Physical Education.
c) Experience of 'basic fitness training' would be of a benefit.

d)
An understanding of current Health and Safety regulations;
e) Good ICT skills in respect of Microsoft office and the school’s data system Bromcom.

5.3
Competencies & Skills

a) The ability to communicate well and relate appropriately with young people,     staff and parents in speech and writing;

b) Evidence of the ability to work under pressure and to meet tight deadlines;

c) Excellent interpersonal and skills

d)
The ability to work pro-actively within a team, working effectively with a range of styles and personalities.
e)
Excellent organisational and administrative skills;

5.4.
Personal attributes 

a)
Ability to develop constructive relationships and communicate with 


other agencies and professionals;
b)
Ability to keep a good sense of humour and display resilience under pressure.
d)  An excellent record of attendance and punctuality.


e)
The physical strength and resilience to carry out the duties of the post;
Although some specific responsibilities may be fixed as part of an individual’s job description, there will be a regular audit of tasks and responsibilities within this job description to ensure they meet the needs of the business in the future. Some tasks or aspects of responsibility may change over time in response to internal and external changes or to maximise opportunity for professional development and the need to ensure a collaborative approach to all aspects of work. Any significant changes to this job description will be discussed with the individual.
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