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	Job Description: 
Music & Drama Technician

Scale: 4			          

                                                            Updated: May 2022






	
Postholder reports to: 	Curriculum Leader for Music
				Curriculum Leader for Drama


Purpose of Job:
· To provide music technical support and administrative support to the drama and music curriculum areas.
· Any other duties as directed by the Headteacher.


Responsible for: No line management responsibility
Hours of work: 
· Mon - Thurs 8.15 – 4.00pm, Fri 8.30 -3.45pm (30 minutes lunch)
· 36 hours per week, term time
· Additional hours to be agreed for school productions





Main duties and responsibilities

· Supporting and providing technical assistance to the Music and Drama curriculum area
· Be a ‘classroom assistant’ and support in practical lessons when requested by teaching staff.
· Contacting outside organisations on behalf of Curriculum Leaders to make bookings for the Curriculum Areas as required.
· Assisting with the administration regarding visits and using SIMs to keep records.
· Distributing relevant cover work and making set copies of worksheets as and when requested.
· In consultation with relevant staff, designing and creating curriculum worksheets, pro- formas and other materials.
· Administrating the instrumental timetables
· Being responsible for music technical support including the development and maintenance of our new recording studio facilities.
· Complete order sheets for stock (countersigned by Curriculum Leaders).
· Reporting damage to furniture and equipment to the relevant person.
· Helping to keep quiet in corridors at lesson changeover.


Specific Duties
· To support intervention programmes by working with individuals or groups of underperforming students at both KS3 and KS4 in drama and music
· Preparing and tidying the music classrooms, practice rooms and drama studios each morning before lessons.
· To be present at the end of every lesson in music to oversee the transition and check the practice rooms and to ensure all classrooms are locked during break and lunch.
· To be present and oversee the use of the practice rooms at lunchtime and after school (until 4.30pm following the booking systems in place.
· Preparing equipment and materials.  Setting up and checking equipment for use in practical lessons.  Setting up and carrying out demonstrations. Constructing of simple items of equipment for demonstration purposes and/or student use.  Retrieving and clearing away equipment.  
· Maintenance of all equipment including musical, lighting and sound equipment.  Repairing faults (where possible) and reporting faults to Curriculum Leader.
· To be present for, and assist with technical requirements, the duration of agreed performances and expressive arts events, including: informal concerts, showcases and musicals.
· Preparing for a production by rigging, programming the lighting board and focussing for productions
· To be in charge of all technical lighting duties including changing lamps on the lights, gels and fit gobos.
· To edit videos using the relevant software and be responsible for maintaining the folder where the videos will be stored.
· To be responsible for the updating and maintenance of display boards and materials
· Attending curriculum area meetings if required.
· Participating in the maintenance of satisfactory standards of safety and security in relation to the technician service to the Expressive Arts department.

Additional duties
· To adhere to SB staff expectations at all times.
· To contribute to the ethos and development of the Expressive Arts specialism status.
· To maintain high standards of professional behaviour and presentation.
· To take responsibility for Health & Safety in the postholder’s area of work.
· Any other duties commensurate with the grade which may be required from time to time.
· All staff are expected to take part in staff development
· To cover small groups/classes as and when required within the curriculum area
· Administrative support across music and drama.
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· Administration of the instrumental teaching programme.




This job description will be reviewed annually.

EQUALITY, DIVERSITY, SOCIAL JUSTICE, ANTI-RACISM 
We are committed to and champion equality, diversity, social justice, and anti-racism in all aspects of employment within the Trust.  All employees are expected to understand and promote these principles in the course of their work.

SAFEGUARDING CHILDREN
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.

	
I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.


	Name:

	Signature:

	Date:
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