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	LINCOLNSHIRE COUNTY COUNCIL                                                    V5

JOB DESCRIPTION



	DIRECTORATE:

Children’s Services
	Division/Section/Branch:

Schools


	Service/Sub-Division:


	

	JOB TITLE:  TECHNICIAN (no supervision)
(Art and Design)
	JEM Number  02-815

	GRADE: 3


	REPORTS TO:

Curriculum Team Leader


	1.
	PURPOSE OF JOB: 
To provide technical support throughout the school and/or department.
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	MAIN RESPONSIBILITIES, TASKS & DUTIES

Maintain and clean equipment within the department ensuring that it is in working order and safe to use.

Delivering, checking and returning stock from classroom back to storage.

To assist in creating materials to support teaching and learning – display work.

Record monitor and re-order stock as necessary, liaise with finance department and suppliers as required.

To provide guidance to staff and students within the school on correct and appropriate use of the equipment, and assist with training of staff within department as required.

Attend meetings as required.

Assist in the development of curriculum resources and other support materials for staff.

Arrange for the repair and replacement of equipment as necessary, ensure equipment is safe to use.

Support Head of Department in annual audits.

To carry out general administrative tasks within the department.

NOTE: THE POSTHOLDER MAY BE REQUIRED TO CARRY OUT THE DUTIES CONTAINED IN THE ASSISTANT TECHNICIAN JOB DESCRIPTION SEE BELOW

Assistance Technician: Assist in the cleaning of equipment and maintaining hygiene standards throughout the school.  Maintain and store equipment and materials, prepare equipment for demonstration.  Assist in control of stock, including ordering where necessary and liaising with finance and suppliers.  Keep records of equipment breakages.  Assemble and repair equipment as required.  Ensure availability of resources as necessary, delivering checking and returning consumables from classroom back to storage.  Assist in pre-class preparation for displays and exercises.  To always maintain safety and safe working practices in teaching spaces.  Reprographic and administrative duties as may be required within department

	3.
	MANAGEMENT OF PEOPLE

SUPERVISION OF PEOPLE 


	4.
	CREATIVITY AND INNOVATION 
Some creativity may be necessary for example when carrying out minor repairs of equipment, and training staff\students on the use of equipment.



	5.
	CONTACTS AND RELATIONSHIPS 
Day to day routine contact with staff and students advising on use\availability of equipment.  Regular contact with suppliers of goods and services for ordering equipment.



	6.
	DECISIONS 

	
	a) Discretion – 
Post holder works within clearly defined rules and procedures, and decisions made are from a range of established alternatives.



	
	b) Consequences – 
Impact of decisions would be within the school for example resources not available; this would be quickly identified and easily remedied.



	7.
	RESOURCES 
Responsible for checking and returning technical equipment to and from classroom.



	8.
	WORK ENVIRONMENT 

	
	a) Work Demands – 
The postholder’s routine tasks may be varied but this is does not impact on the completion of the overall task.



	
	b) Physical Demands – 

Moving and handling technical equipment from storage to classroom on a daily basis.



	
	c) Working Conditions – 
Work is carried out indoors in ventilated, well heated, well lit environment.  The postholder may be exposed to the noise levels associated with a classroom and/or working environment. 



	
	d) Work Context – 
Required to work with chemicals, cleaning materials and/or machinery.  The postholder may have limited exposure to abuse\aggression from pupils, parents and carers.



	9.
	KNOWLEDGE AND SKILLS 

Knowledge of current and relevant Health and Safety legislation for example COSHH, Manual Handling.

Relevant NVQ Level 2.



	10.
	GENERAL

	Job Evaluation - This job description has been compiled to allow the job to be evaluated using the GLEA Job Evaluation scheme as adopted by the County Council.



	Other Duties - The duties and responsibilities in this job description are not exhaustive 
The postholder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general character of the post. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the postholder.

	Equal Opportunities - The postholder is required to carry out the duties in accordance with Council Equal Opportunities policies.



	Health and Safety - The postholder is required to carry out the duties in accordance with the Council Health and Safety policies and procedures.



	All school staff have a responsibility to safeguard and promote the welfare of children and young people within the school.

	
	

	
	Name:
	Signature:
	Date:



	Job Description written by:

[Manager]


	....................………….
	....................………
	.....................

	Job Description agreed by:

[Postholder]
	....................…………
	....................………
	.....................
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