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A member of the Tapton School Academy Trust



	
	JOB DESCRIPTION

	SCHOOL
	FORGE VALLEY SCHOOL


	POST TITLE
	PE Technician 


	ROLE PROFILE
	TE 1.5 



	JOB NUMBER
	

	GRADE
	Grade 3 


	RESPONSIBLE TO
	Subject Leader of PE

	RESPONSIBLE FOR
	N/A

	HOLIDAY AND SICKNESS COVER
	See conditions of service

	PURPOSE OF JOB
	To contribute to the overall organisation of an effective and efficient PE department that is committed to the health, wellbeing and safe practice at Forge Valley.

To provide an efficient administrative and technical support service to members of the PE team on a day to day basis.




	JOB DESCRIPTION FOR POST OF: - PE Technician 

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must, at all times, carry out his/her duties and responsibilities within the spirit of Forge Valley School Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

MAIN DUTIES AND RESPONSIBILITIES
	· Collection and return of equipment and materials from storage and their organisation for class use, e.g. balls, bibs, rackets etc.
· Checking equipment, before and after use by a class, for quantity and damage

· Maintenance of existing PE equipment and ordering of new equipment as required by the Head of PE/department 

· Control of an inventory of stock and associated stock-taking duties, to include updating of the first aid kits

· Some routine administrative tasks to include photocopying, updating of displays and entering pupil tracking and monitoring data onto a computer

· Arranging fixtures, contacting other schools, and organising mini-bus availability

· Washing and drying of school team kits, bibs and spare PE clothing

· Support the PE team with the use of ICT (e.g. use of digital cameras to record pupils’ examination work and associated electronic filing)

· To work with students and support lesson delivery, occasionally accompanying teachers on visits when necessary

· Provide basic first-aid assistance and maintain stocks of first-aid equipment
· Hold a full driving licence and be willing to transport teams to fixtures and sports events etc. 
· Other tasks which the Subject Leader of PE may request from time to time (within the parameters of technician work)

· Undertake any other duties and responsibilities as may be determined after negotiation between management, the postholder and appropriate trade union.
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PERSON SPECIFICATION FOR THE POST OF PE TECHNICIAN

	Minimum Essential Requirements
	Method of Assessment

	Skills/Knowledge
	(e.g. Interview, Application form, test, assessment, etc)

	Experience of working in a supportive role to management.
	Application/references

	Experience of working in a school, or other busy working environment
	Application/references

	Proven track record of organisational ability
	Application/references

	Self-motivated, enthusiastic and able to work on own initiative when appropriate.
	Application/interview/assessment/references

	Able to work as part of a team
	Application form/references

	Able to communicate with a range of young people and adults
	Application form/interview

	Good ICT skills including use of Word/Excel software
	Application form/interview

	Experience/Qualifications/Training etc.

(if any)


	

	Good all-round education
	Application form

	Willingness to undertake further, specific training
	Application form/Interview

	Experience of record keeping/stock control systems
	Application form/Interview

	First Aid Qualification (desirable) 
	Application form

	Full driving licence 
	Application form

	Work Related Circumstances

(including Working Conditions)
	

	An understanding of and a commitment to the promotion of health and safety in the workplace
	

	Forge Valley School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment
	

	Some lifting/setting up of equipment will be necessary
	


