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JOB DESCRIPTION

POST TITLE: 		Technician at BOA Digital Technologies Academy
RESPONSIBLE TO:	Head of Science 
SALARY:		SCP 4 to 8 (£24,404 to £25,992 FTE, prorated to £21,249 to £22,631)
WORKING PATERNS:	Full Time (37.5 hours per week), term time only
CLOSING DATE:		Monday, 8th September 2025
INTERVIEW DATE:	Week Commencing Monday, 8th September 2025
START DATE:		As soon as possible

JOB PURPOSE
The postholder will provide technical support for the delivery of the Science curriculum and whole school and departmental initiatives, through the preparation and maintenance of teaching areas and equipment for pupils. Importantly, the postholder will also assist in providing a safe working environment for pupils/students and other colleagues within the Science Department.
DUTIES AND RESPONSIBILITIES
· Preparation and delivery of materials and equipment required for demonstration and practical work/lessons. This could involve the routine care of resources.
· Undertake routine maintenance, statutory testing, safety checks, cleaning and repair of laboratory equipment and tools to required standards, carrying out basic repairs and report faults.
· Assist in maintaining an accurate inventory of all chemicals, apparatus and equipment.
· Retrieve, clear and clean materials and equipment used by teaching staff and pupils from work areas. Ensuring materials and equipment are stored appropriately.
· Maintain laboratories and preparation rooms in a well organised, clean and tidy condition, ensuring the safe storage and accessibility of equipment and materials.
· Deliver equipment and resources to laboratories according to requisitions, including the setup of materials and equipment for use in lessons.
· To manage the requisition system for practical lessons.
· Under a teacher's direction, assist with practical classroom activities e.g. demonstrations to pupils/students.
· Support the teaching staff with preparing for lessons, including trial experiments before they are demonstrated in the classroom or assisting with the production of worksheets for agreed activities.
· Under the guidance of the teacher, support individuals or groups of pupils during practical aspects of the Science curriculum.
· Ensure the safe storage and/or disposal of equipment, materials, chemicals, perishable foodstuffs, and liquids, and other inflammable and waste materials in accordance with school procedures and legal requirements/regulations.
· Promote and ensure the health and safety of pupils, students and colleagues.
· Contribute to the production of risk assessments.
· Provide initial first aid support to pupils.
· Maintain all relevant information and recording systems, including cataloguing, filing, inventories and legal records, e.g. relating to Health and Safety or equipment/ appliance testing.
· Ensure the availability of suitable materials and equipment and order goods and services in line with school financial procedures and principles of best value. Record, monitor and control associated budget expenditures with the Head of Department.
· Receive and check deliveries and associated invoices informing the appropriate person if there are discrepancies.
· Undertake related administrative tasks such as photocopying or assisting with display work.
GENERAL DUTIES
· To uphold the vision and values of the Group in every aspect of the role; 
· Develop strong working relationships both personally and on behalf of the school with internal and external stakeholders; including, trustees, governors, members, representatives from employer partners, the DfE and others.  
· To lead by example and model the highest professional standards to staff, students, parents and partners in all aspects of the role; 
· To meet regularly with the Principal and be accountable for your own performance management; 
· To attend meetings as required; 
· To ensure effective use of resources to the benefit of all staff and students; 
· To comply with health and safety rules and legislation, ensuring the safety of students and staff at all times; 
· To comply with all policies and procedures of the BOA Group. 
· Any other duties commensurate with the level of this post and as directed Chief Executive Officer.

All offers are subject to clearance of references and enhanced DBS checks.

PERSON SPECIFICATION FOR OFFICE MANAGER 
 
The person specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively: 
 
	REQUIREMENTS 
The post holder must be able to demonstrate: 
	Essential/ Desirable

	QUALIFICATIONS 
	

	GCSE (or equivalent) grade C or above in English and Mathematics 
	E 

	A Level/Level 3 qualification in a Science-based discipline
	E

	Evidence of continuing professional development 
	E 

	Educated to degree level 
	D

	EXPERIENCE 
	

	Experience of working as a Science or laboratory technician   
	E

	Experience in working in a school or education setting 
	D

	Capable communicator and able to working effectively with colleagues and stakeholders at all levels.  
	E 

	Experience of teaching or instructing learners of all ages, and delivering training to colleagues, particularly around the safe use of scientific equipment. 
	D

	Experience leading (or a willingness to lead) extra-curricular activities
	D

	KNOWLEDGE AND SKILLS 
	

	Ability to organise and plan own work 
	E 

	Excellent attention to detail, with the ability to maintain a high level of accuracy 
	E 

	Ability to work on own initiative with a flexible and pro-active approach to work including the prioritising and reprioritising to meet deadlines with minimal supervision
	E 

	Ability to deal with sensitive information with discretion and to maintain confidentiality 
	E 

	Excellent IT skills, including a working knowledge of presentation software packages, preferably Microsoft Office Word, Excel and PowerPoint 
	E 

	The ability to present information in an accurate and appropriate format 
	E 

	PERSONAL ATTRIBUTES 
	

	Highest level of professionalism, discretion and diplomacy in dealing with confidential information, sensitive issues or high-profile contacts 
	E 

	Willingness to work flexibly occasionally having to work early or late to meet the demand of the role 
	E 

	Ability to work under pressure and meet deadlines 
	E 

	Flexibility and adaptability 
	E 

	Enthusiasm, optimism and energy 
	E 
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