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	Job Title:  Art & Design Technology Technician


	
	 

	Grade: Grade 3
              

	
	

	Reporting to: Subject Leaders of Art & Technology


	

	Location:  Crofton Academy



Key Outcomes/Activities:

Job Purpose 
To provide technical and administrative support within the Art and Design Technology department, in order to facilitate excellent teaching and learning, ensuring a safe and clean working environment. To prepare, manage, and maintain the equipment and resources used in lessons.
Primary Responsibilities

To ensure that all students have the best possible experience in Art and Design Technology ensuring that there is support for the curriculum and that student work is visible across the academy.

The post holder will ensure that the various resources of the school are used in the most efficient and cost effective way, so that the school can fulfil its educational objectives.  The postholder must at all times carry out his/her responsibilities within the spirit of Academy policies, and within the framework of the Education Act.
Department Support
· Prepare materials and teaching resources as required by the subject teacher prior to lessons.
· Assist staff in developing appropriate resources for teaching and learning.

· Assist teachers as necessary with any technical, practical or administrative support.
· Ensure that rooms are prepared prior to lessons with appropriate resources, materials and equipment.

· Checking of the availability of suitable materials and equipment, including keeping stock levels to defined limits and/or substituting suitable materials where necessary and appropriate.
· Compile and check delivery of orders, including liaison with suppliers and to maintain a financial record of department spend. 
· Keep all classrooms organised, safe and free from hazards.
· Report any defects and damage to equipment to line manager and to arrange repair/service by appropriate body, in line with H&S guidelines.

· Ensure tools and equipment are kept in optimum condition and stored correctly.
· Ensure adequate cleanliness of equipment, machinery and materials across both Art and Design Technology.

· To maintain all necessary safety signs as requested.  

· To keep sinks and work tops clean, maintain aprons in a serviceable condition and keep stock rooms clean, tidy and in good order and ensure stock is maintained in line with food hygiene regulations.
· To be familiar with the different types of materials used across Art and Design Technology such as, water colour, charcoal, ink, chalk, and food ingredients. 

· To be able to use a camera and other visual resources; and support students in use, uploading and manipulating photographs and images through software packages. 

· Keep spaces dedicated to the arts and design organised, stocked and tidy.
· Organise safe storage, retrieval and accessibility to equipment and materials and student work

· Assist with the organisation of displays, trips or in-house events organised by the departments. 
· Provide support for the teacher during practical lessons which will include direct pupil supervision. Support teachers in preparing student work for exam and moderation purposes.
· Assist with coordination and organisation of events and exhibitions.
· Maintain a filing system of all relevant resources and stock and update as required.
Pupil Support

· Assist students with their work as requested by the appropriate member of staff and under their direction, including assisting in classes where necessary. 
· Establish good working relationships with students and provide specific support dependent upon individual needs under the direction of the teacher.

· Promote self-esteem, independence and inclusion of all students and encourage them to engage in all activities.

· Promote good behaviour, deal with conflict and incidents in accordance with School policies. 

· Where appropriate to prepare the classroom for lessons and to clear afterwards.

· To undertake administrative duties including administering course work, photocopying, and producing worksheets for agreed activities.

Curriculum Support

· Assist with learning activities to pupils as directed by the department Subject Leaders.
· Under direction, prepare resources necessary for learning activities.
Administration

· To assist in the updating of computerised pupil info systems.
· Manage stock levels within the department in line with department budgets. 
· General administration to be undertaken as necessary within the Art and Design Technology Departments.
· Updating of department displays.

· To assist in other duties in support of activities in school. 

General Academy Support

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person.

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.

· Contribute to the overall ethos/work/aims of the school.

· Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others.

· Participate in team/departmental meetings where required.

· Any other duties commensurate with the grade of this post as directed by the Academy. 

Relationship with Parents/Carers, Colleagues and the Wider Community
· To maintain positive relationships with parents and carers, calling parents/carers under the direction of the Subject Leaders regarding students behaviour concerns or for praise of attitude/work.
· To establish effective working relationships with colleagues and other professionals.
Manage Own Performance and Development
· To take responsibility for your own development, keeping up to date with Health and Safety, Food Hygiene and First Aid awareness
· To set a good example to students in terms of presentation and personal conduct.
· To engage actively in the policy review process.
General Academy Responsibilities

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure equal opportunities for all.

· Contribute to and uphold the vision and ethos of Crofton Academy.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· Promote team work within the team, working in partnership to ensure effective working relations.
· Participate in appraisal, training and professional development as required 

· Treat all users of the Academy with courtesy and consideration.

· Be aware and comply with all Academy Policies at all times.

The duties and responsibilities highlighted in this job specification are indicative and may vary over time.  Postholders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.

	REQUIREMENTS OF THIS POST

	
	ESSENTIAL
	DESIRABLE

	Qualifications
	· Minimum of 5 GCSEs or equivalent at pass level.
· Food Hygiene Certificate or willingness to undertake training.
	· Qualification in Art/Design Technology or other similar related subject. 
· Child Protection Training


	Experience


	· Experience of successful organisation, stock checking, and administration. 

	· Experience within a school based working environment.


	Knowledge and Skills
	· Knowledge of First Aid (willingness to undertake training).

· Ability to maintain equipment and inventories. 

· Ability to manage own workload.
· Able to work within a team and support colleagues effectively. 

	· Knowledge of Art/Design Technology Curriculum.



	Personal Qualities: 


	· Passionate about education and learning. 
· Flexibility, patience and resilience.
· An effective communicator to both pupils and parents/carers. 
· Ability to use IT systems and data effectively. 
· Willingness to assist at/attend extracurricular activities.

	


	Responsibilities for Resources:

Financial Responsibilities: The job does involve some responsibility for financial resources
Physical Resources:  The job involves some responsibility for physical resources.

Responsibility for Policy Development:  The jobholder has no direct responsibility for policy development and review, however is expected to contribute to policy development where necessary. 
Responsibility for Student Outcomes:  The jobholder may support students on a daily basis in enabling their achievements within the Academy.

Working Conditions:  The jobholder will work within the Art/Design Technology Departments within the Academy.
Main Contacts: Subject Leaders/Deputy Subject Leaders of Art and Design Technology, Teachers, Senior Leadership Team, Pupils, and Parents/Carers.


	Characteristics of the post:

The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications

· Two satisfactory references

· Evidence of a satisfactory safeguarding check e.g. an Enhanced DBS Disclosure

· Confirmation of medical fitness for employment as required

· Registration with appropriate bodies (where applicable)


	Date Completed:   September 2021
Signature of Postholder:   ………………………………………………………………………



Date:         ………………………………………………………………………

	This is a description of the job as it exists at present; All Academy Job Specifications are reviewed and are liable to variation in consultation with the post-holder in order to reflect future developments, roles and organisational change.
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