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Job Description
                
Job Title:
Technician: Arts and Creative Industries
Salary:

£15,757.79 - £17,703.17 per annum (actual)
£18,209 - £20,457 per annum 
Contract:

Permanent, term time only 45 weeks, 37 hours per week

Closing Date:
2 February 2018




Job Ref: 18006
Job Summary: To provide technical assistance to the students and academic staff in the Faculty of Art and Creative Industries.
Main Responsibilities:
· To carry out duties commensurate with the post of Technician, responsible to the Head of School.
· To  take responsibility for:

· Ensuring practical resources are made available for various courses as required within the Faculty of Arts and Creative Industries
· Ensuring compliance with College procedures and regulations

· Providing general technical support and resources 

· Maintaining the studios and workshops to a professional standard.
· Adhering to and implementing appropriate health and safety procedures.

· To provide planned, regular demonstrations on the operation of equipment and specialist processes to teaching staff and students, as directed by the Programme Leader, Head of School or Head of Faculty.

· To uphold the College values and lead by example
· To prepare working areas for teaching and to clear away after sessions.

· To move resources to different locations as required.

· To carry out technical duties appropriate to his/her own skills and to prepare various items of equipment and teaching aids as required.  
· To carry out risk assessment of working areas.

· To maintain, repair or organise repairs to equipment as necessary.

· To prepare materials for practical classes and ensure, where required, correct disposal of waste.

· To ensure safe storage of resources and equipment within the workshops and assist in the ordering of new resources as required.

· To implement and promote College regulations, policies and procedures.
· To assist the Head of School with costings and control of resources when specified.
· To manage a budget
· To drive vehicles to support teaching and learning, and on faculty business when required.
· To undertake regular CPD / training in order to maintain currency of skills and knowledge.
· To work evenings and weekends to support teaching and learning as required.
· To work across different areas within the Faculty as required.
· To participate in the development of workshops where appropriate e.g. for short courses, Open Days, taster sessions etc.
· To use Information Technology to support teaching and learning, and administration as required. 
· Additional duties relating to the post not mentioned above, to be negotiated with the Head of School.

The post holder will be required to:
· Undertake a Disclosure and Barring Service check for this post.

· Commit to the College child protection policy and promote a safe environment for children and young people learning within the College.  Be alert to any indication or allegation of abuse and take appropriate action under the College procedures for the protection of children and vulnerable adults.

· Promote equality of opportunity and diversity in all aspects of the job and to challenge inequality and discrimination.
· Support the College management in all health and safety matters and take reasonable care for the health and safety of yourself and other persons who may be affected by your acts or omissions at work.
Person Specification                                          
	Job Title:   Technician Arts and Creative Industries                                                                                         Job Ref: 18006             
Applicant Note: You must list ALL relevant qualifications on your application, including any equivalent qualifications, together with grades.  Failure to do this will result in applicants not being shortlisted.

	CRITERIA
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS & AWARDS
Evidence of all qualifications and awards will be required before commencement of employment.  Failure to provide evidence will lead to all offers of employment being withdrawn.
	· GCSE A*-C or nationally recognised level 2 qualification in Maths or equivalent (e.g. CSE 1, O Level A-C) or prepared to pass a test prior to interview to demonstrate level 2 ability and then if appointed achieve within an agreed timescale.
· GCSE A*-C or nationally recognised level 2 qualification in English or equivalent (e.g. CSE 1, O Level A-C) or prepared to pass a test prior to interview to demonstrate level 2 ability and then if appointed achieve within an agreed timescale.
· A Level, BTEC L3 or equivalent related qualification.
· IOSH/Health and safety training or qualifications.
	· HNC/HND or equivalent qualification.
· First Aid training


	EXPERIENCE, SKILLS 

& KNOWLEDGE
	· Recent academic, industrial or commercial experience in an area appropriate to the job description

· Theoretical and practical knowledge to successfully manage the operation of general technician duties required.
· Ability to utilise Information Technology and Information, Learning and Technology both within learning and for administrative purposes.

· Proven ability to carry out risk assessments in line with COSHH and other statutory requirements.
· Experience of working across different areas of a department.
	

	OTHER REQUIREMENTS
	· Ability to communicate effectively with a range of people.

· Ability to work flexibly and effectively as a member of a team.

· Ability to meet deadlines.

· Ability to work with external customers and stakeholders.

· Ability to use own initiative
· Willingness to undertake further specialist training as required
	· Full driving licence


Conditions of Service – Support Staff 
Salary

Any queries on pay should be raised at offer.  Increments are awarded annually in September, subject to a minimum of six months’ service in the post.  Salaries are paid monthly by credit transfer into a bank or building society account on or about the 26th of each month.  

Pension Scheme 

New employees automatically join the West Yorkshire Pension Scheme.  Full details will be given on appointment. 

Holiday Entitlement 

The entitlement for this post is 30 days per year.  The holiday year runs from 1 September to 31 August.  New staff will receive a proportion of their full year’s entitlement according to completed calendar months of service as at next 31 August.  We try to honour holidays booked at the time of appointment wherever possible.  Holiday entitlement for part-time staff is proportional to the number of contractual hours/days per week. 

Term-time only appointments

College vacations do not generally coincide exactly with school holidays.  You will be required to take (and be paid for) a quarter of your leave entitlement at the end of each academic term, i.e. during the College Christmas, Easter and Summer vacation periods.  The remaining quarter of your entitlement will be taken, at your discretion and in agreement with your line manager during term time or at the beginning of the summer vacation period.

Probationary Period 

All external appointments are subject to an initial six-month probationary period during which progress is monitored and regularly reviewed.

Staff Development


The College encourages staff to develop their skills and knowledge through education and training identified jointly through discussions between managers and staff.  Staff may apply for financial support and/or time off to pursue relevant courses of study and such requests will be supported wherever possible. 

The College operates a no smoking policy across campus.
