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JOB DESCRIPTION

Performing Arts Technician/Teaching Assistant 

POST DETAILS

JOB TITLE:  		Performing Arts Technician 

GRADE:	 		Grade 4

RESPONSIBLE TO:	Head of Performing Arts (plus line management from TA Co-ordinator) 
PURPOSE OF THE JOB
To provide technical support and assistance to ensure high quality of teaching & learning, achievement and extra-curricular activities can take place across the Performing Arts Department.  This will involve the preparation of equipment, running extra-curricular clubs, helping to organise trips and arrange visitors, supporting within lessons, ordering and maintaining consumables and displaying work.

When not undertaking work in the Performing Arts department, the postholder will have the option to work as a teaching assistant, in line with the relevant job description. The precise balance of hours between the two roles will be decided on an annual basis.


KEY TASKS AND ACCOUNTABILITIES
	Administration: 
· Helping with the organisation and running of events such as the school show, theatre trips, primary school visits, and other inter-school events and open days
· Preparing Letters/Emails to parents, other schools and outside agencies 
· Photocopying/laminating 
· Answering telephone and relaying messages 
· Arranging/confirming trips and visiting performers/speakers
· Booking transportation (e.g. school minibuses and coaches)
· Helping with the organisation and running of performing arts exams.
· To provide reprographic services as needed, liaising with the school reprographics department.
· Participating in departmental meetings and taking minutes 
· Liaising with site team for Performing Arts requirements 
· Creating and updating information display boards around school. 
· Sending news items to the marketing department and collating articles for the school’s newsletters 
· Increasing and managing the use of social media 

Resources: 
· Assisting teachers in lessons with relevant technology 
· Taking photographs 
· Dealing with questions/problems from students 
· Stocktaking 
· Liaising with site team for Performing Arts requirements 

Other: 
· Supporting the Performing Arts team at events
· Contributing to the school’s programme of extra-curricular activities including both clubs and performances
· Undertake other reasonable duties related to the job purpose required from time to time 

ALL EMPLOYEES HAVE THE RESPONSIBILITY TO:
· Ensure any documentation produced is to a high standard and is in line with the brand style
· Be aware and comply with policies and procedures relating to Safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· Participate in training and other learning activities as required
· Participate in the Academy’s Performance Management process
· Provide appropriate guidance and supervision and assist in the training and development of staff as appropriate
· To promote the area of responsibility within the Academy and beyond
· To represent the Academy at events as appropriate
· To support and promote the Academy ethos
· To undertake any other duties and responsibilities as required that are covered by the general scope of the post.  
· To adhere to Lymm High School’s Business Dress Code.

REVIEW ARRANGEMENTS
The details contained in this Job Description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the jobs may change.  Existing duties may no longer be required and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the Headteacher will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.










PERSON SPECIFICATION


	JOB TITLE
	GRADE

	Performing Arts Technician /Teaching Assistant
	Grade 4



NOTE TO APPLICANTS: Whilst all points on the specification are important, those marked ‘E’ are the key requirements.  You should pay particular attention to these points and provide evidence of meeting them.  ‘D’ is desirable. 
	CRITERIA
	NECESSARY REQUIREMENTS
	Application/Interview

	Experience & Qualifications
	· Studied to a minimum standard of GCSE (grade A*-C) or equivalent in English and Maths.
· Relevant Level 2 qualification (GCSE, BTEC or equivalent) or appropriate experience
· A back ground of performing arts participation
· Knowledge of health and safety regulations pertaining to schools
· Able to prepare equipment and materials for lessons as requested by staff
· Experience of working in a school or similar establishment
· First aid qualification or willingness to gain one. 
	E

E

E
E

E


E
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	Skills & Aptitudes
	· Ability to form good relationship with students and staff
· Ability to communicate effectively with all members of the school community
· Ability to work constructively as part of a team, understanding school roles and responsibilities including own
· Good verbal and written communication skills appropriate to the need to communicate effectively with colleagues, students and other professionals
· Good ICT skills
· An enthusiastic and positive attitude
	E

E
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E

E
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	Other Requirements 
	· Ability to show initiative and to prioritise one’s own work even when under pressure 
· Ability to attend training courses
· Willing to learn new technologies
· Able to work flexible to meet deadlines and respond to unplanned situations
· Commitment to the highest standards of child protection and safeguarding
· Professional and hygienic appearance
· Ability to reach and bend, and to carry out some lifting/moving of equipment
· Excellent time keeping and attendance record
· Enhanced DBS Clearance.
	E
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