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Job Description

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

Role: 	Art Technician (part-time, term-time)
Reporting to: 	Head of Art 
Job family:	Operation and Professional Services

Summary role: 	The role of the technician is to support safe and secure learning and teaching using technical skills, knowledge and expertise and specific health and safety know-how.  

Hours/weeks of work
This is a term time only role. Term-time staff means staff who work less than 52 weeks per year (including holidays). This role is for five hours per day, four day per week, over 36 weeks per year. 

Key Tasks:
· To maintain equipment, materials, facilities and services in the Art studios.
· To manage the storage of materials, equipment and artwork efficiently.
· [bookmark: _Hlk161750315]To prepare specialist materials and equipment for use in lessons.
· To assist with the documentation of pupils’ work and to distribute work back to pupils.
· To provide technical assistance to pupils during lessons and study sessions.
· To assist with reprographics and ICT administration.
· To assist with departmental displays and the preparation, mounting and installation of artwork around the school. 
· To assist mounting and display - of GCSE, AS and A Level Art for moderation.
· To provide skilled assistance to teaching staff in preparation of teaching aids.
· To assist with ordering of materials under the guidance of the Head of Art. 
· To check incoming deliveries, to unpack and distribute as necessary.
· To issue materials as required.
· To maintain a suppliers database.
· To review the inventories of resources.

Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post  
· To undertake any ad hoc duties or projects as requested 
· To undertake any other duties and responsibilities as determined by the Bursar.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job.  

This job description is subject to review in line with the developing needs of the school.

Person Specification

	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Good written and spoken communications skills (GCSE English and Maths grade A* to C or equivalent)
	A level / BTEC level 3 in art

	Application, certificates

	Experience 
	Worked in an art environment

Experience of working to tight deadlines in a busy organisation
	Worked as an art technician in an educational setting
	Application, task, interview

	Professional Values 
	A commitment to safeguarding the welfare of children 

Responsible and conscientious approach to health and safety
	
	Application, references

	Knowledge and understanding 
	Good IT skills including Microsoft Office programs
	
	Application, tasks

	Skills 
	Able to work in a team 
	
	Application, tasks, interview

	Personal characteristics 
	Is patient, empathetic and shows care, sensitivity and interest when dealing with children
	
	Interview, tasks, references




Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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