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West Walsall
E-ACT Academy





LABORATORY TECHNICIAN
Job Description

Grade:            

(SCP 20-25)
Responsible to:

Head of Science
Key purpose
Manage specialist curriculum/resource function:

· allocation and monitoring of work

· line management, training and appraisal of support staff

· part of management team, involved in planning, budget responsibilities

Lead on discrete areas – responsible for design and delivery of support requiring advanced level of knowledge
Main activities
SUPPORT FOR STUDENTS
· Use specialist skills/training/experience to support students

· Provide feedback to students in relation to progress and achievement

SUPPORT FOR THE TEACHER
· Be responsible for creation and maintenance of purposeful, orderly and productive working environment 

· Be responsible for timely and accurate preparation and use of specialist equipment/resources/materials

· Production of lesson/work plans, worksheets, plans etc. within an agreed system of supervision

· Take a lead role in planning, development and organisation of systems/procedures/policies

· Manage records, information and data, producing analysis and reports

· Promote and ensure the health and safety and good behaviour of students at all times

· Undertake marking of students’ work with specialist area and accurately record achievement/progress

· Administer and assess/mark tests and invigilate exams/tests related to specialist subject

SUPPORT FOR THE CURRICULUM
· Be responsible for the management of stock levels, including management of a budget and regular audit of resources

· Be responsible for maintenance/quality/safety of specialist equipment

· Demonstrate and assist in the safe and effective use of specialist equipment/materials

· Provide highly specialist advice and guidance as required

· Deliver learning activities to students within an agreed system of supervision in specialist area

SUPPORT FOR THE ACADEMY
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the academy
· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of students

· Lead for whole academy in specialist area and share expertise and skills with others

· Recognise own strengths and areas of expertise and use these to advise and support others

· Participate in training and other learning activities and performance development as required

· Be responsible for the provision of out of school learning activities eg clubs, extra-curricular activities within guidelines established by the academy
MANAGEMENT RESPONSIBILITIES
· Manage a team of support staff

· Liaise between mangers/teaching staff and support staff

· Hold regular team meetings with managed staff

· Represent support staff at teaching staff/management/other appropriate meetings

· Undertake recruitment/induction/appraisal/training/mentoring of other support staff

This is a description of the job as it is at present constituted.  It is our practice to examine employees’ job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will therefore be expected to participate fully in such discussions.  We aim to reach agreement to reasonable changes, but if agreement is not possible management reserve the right to insist on changes in your job description after consultation with you.

All posts at the academy are subject to a six month probationary period.  Confirmation of the position is subject to satisfactory completion of this period.

Reviewed:  June 2017
SENIOR LABORATORY TECHNICIAN

Person Specification

Employees will need to demonstrate the following requirements in order to perform each of the main activities of the job safely and effectively:

Knowledge/Skills

· Effective use of ICT to support learning

· Use of specialist equipment/resources

· Full working knowledge of relevant polices/codes of practice/legislation

· Working knowledge of national curriculum in specialist area, according to particulars of the post

· Understanding of statutory frameworks relating to teaching, according to particulars of the post

· Ability to organise, lead and motivate a team

· Ability to self-evaluate learning needs and actively seek learning opportunities

· Ability to relate well to children and adults

· Relevant knowledge of first aid

Experience

· Several years’ experience working in a relevant discipline in a learning environment

Qualifications/Training

· NVQ Level 4 or equivalent qualification or experience in relevant discipline

· Excellent numeracy/literacy skills

Reviewed:  June 2017
PERSON SPECIFICATION

PASTORAL MANAGER

Whether you’re a 3 year old in nursery learning to explore the world around you, an 18 year old preparing to go to university, a new teacher understanding the demands of the job, a Head Teacher leading the learning in your academy, a member of the regional team ensuring efficient and effective operations or a trustee scrutinising and challenging the CEO, we want every single person within E-ACT to be driven by three core values:

· We want everyone to think big for yourselves and for the world around you;

· We want everyone to do the right thing in everything you do, even when this means doing something that’s hard, not popular or takes a lot of time;

· We want everyone to show strong team spirit, always supporting and driving your team forward

We really believe that if we all do the right thing, support our teams and we all think big, believe big, act big, then the results will be big too!

This means that if you want to be part of E-ACT, you need to be able to embrace and embody these values in all that you do.

VALUES

	Thinking Big
	· Show energy, enthusiasm and passion for what you do

· Demand the highest quality in all that you do, and in the work of your team

· Willing to champion new ideas and think beyond the status quo

· Show an ability to think creatively and ‘outside of the box’ in your area of expertise, continually seeking improvements in what you do to make the organisation better

· Be open to new ideas and change where it will have a positive impact on the organisation

· Show a willingness to embrace different ideas and ways of thinking to improve E-ACT

· Ability to ‘look outside’ – to continually learn about innovations in your field, new ways of doing things, and bring that learning into your work

· Commitment to self-development, and developing your wider Team

· Ability to self-reflect on yourself, your performance, and to think about how this could be improved further

· Ability to encourage ideas from others in order to improve the organisation and build your team’s confidence

	Doing the Right Thing
	· Have integrity and honesty in all that you do

· Make decisions that are based on doing the right thing, even when this means that they’re unpopular or will lead to more work

· Take responsibility and ownership for your area of work

· Have difficult conversations or deliver difficult messages if that’s what’s required to do the right thing by our pupils

· Be transparent and open

· Be resilient and trustworthy

· Stand firm and stay true to our mission

	Showing Team Spirit
	· Understand how you can have a greater impact as a team than you can as an individual

· Understand how you are part of your immediate team but also a much wider organisational team, in working towards our mission

· Recognise that everyone is important within E-ACT, and show an ability to build strong working relationships at every level

· Recognise and celebrate the success and achievements, no matter how small, of your colleagues

· Be generous with sharing your knowledge to help to develop others

· Understand and be willing to receive suggestions and input on your area of work from others

· Support your colleagues, even when this means staying a little later, or re-prioritising some of your work

· Be aware of other peoples’ needs and show an ability to offer genuine support

· Show an awareness and respect for peoples’ differences, and recognise how different characteristics and personal strengths build dynamic and great teams.
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KNOWLEDGE, EXPERIENCE & SKILLS

	Requirement
	Assessed at

	E – Essential
	A – Application Stage

	D – Desirable
	I – Interview Stage

	
	P – During the probationary period


	
	
	E
	D
	A
	I
	P

	Organisational Fit
	Thinking Big
	X
	
	X
	X
	X

	
	Doing the Right Thing
	X
	
	X
	X
	X

	
	Showing Team Spirit
	X
	
	X
	X
	X

	Knowledge, Skills & Abilities
	Good interpersonal and negotiating skills.
	X
	
	X
	X
	X

	
	Able and willing to work flexibly as academy needs require
	X
	
	
	X
	X

	
	IT literate, ability to use spreadsheets and

interpret data and able to learn new systems.
	X
	
	X
	X
	X

	
	Highly developed planning and organisation skills and managing competing deadlines
	X
	
	X
	X
	X

	
	Ability to work independently, problem solve and a on own initiative.
	X
	
	X
	X
	X

	
	Understanding and promoting positive relationship with the wider school community
	
	X
	
	X
	X

	
	Ability to engage constructively with, and relate to a wide range of young people, parents/carers, from different backgrounds.
	X
	
	
	X
	

	
	Ability to relate to young people, within different age groups about attendance and behaviour issues.
	X
	
	
	X
	

	
	Ability to develop and implement bespoke behaviour management programmes
	X
	
	
	X
	

	
	Competent in the use of IT
	X
	
	
	X
	

	
	Understanding of the education system
	X
	
	
	X
	

	
	Ability to assess and review young people and family circumstances and plan appropriate responses, drawing on in-house and external advice and expertise where necessary.
	X
	
	
	X
	

	
	Ability to work effectively and network, with a wide range of support services, from both the public and private sectors, and an ability to draw upon a wide range of support, information, opportunities and guidance.
	X
	
	
	X
	

	
	Ability to identify potential barriers to learning and jointly engage in strategies to overcome these barriers.
	X
	
	
	X
	

	
	Ability to engage in joint goal setting with an individual student as part of the learning action planning process.
	X
	
	
	X
	

	
	Ability to contribute to the monitoring of, and intervention in, cases of unauthorised absence and poor punctuality.
	X
	
	
	X
	

	
	Excellent communication and interpersonal skills
	X
	
	
	X
	

	
	Able to quickly establish positive working relationships with students, staff, parents and a wide range of people from within and outside the academy
	X
	
	
	X
	

	
	Ability to handle difficult situations with sensitivity, confidentiality and discretion at all times, combined with a clam personality, a practical approach and sound judgement.
	X
	
	
	X
	

	
	Ability to be a good role model to young people – demonstrate and promote positive values, attitudes and behaviour
	X
	
	
	X
	

	
	Ability to maintain a non-confrontational approach
	X
	
	
	X
	

	
	Planning and prioritising own workload and managing conflicting demands
	X
	
	
	X
	

	
	A commitment to Equal Opportunities.
	X
	
	
	X
	

	
	Knowledge and understanding of safeguarding.
	X
	
	
	X
	

	Experience, Educational, Qualifications and Training


	Knowledge of education sector
	
	X
	X
	X
	X

	
	Previous experience of managing attendance
	
	X
	X
	X
	X

	
	Experience of working with a range of external partners to achieve organisational aims
	X
	
	X
	X
	X

	
	Experience of working with young people and families
	X
	
	X
	
	

	
	Experience of working successfully with disaffected students including those with challenging behaviours
	X
	
	X
	
	

	
	Experience of working within an educational/multi agency setting
	X
	
	X
	
	

	
	Education to Degree level along with GCSE English/Maths 
	X
	
	X
	
	

	
	Good oral and written communication
	X
	
	X
	
	

	
	Evidence of recent professional development relevant to the post.
	X
	
	X
	
	

	
	Recognition of the need for continuing development and training
	X
	
	X
	
	


	Skills and Attributes


	Highly developed interpersonal skills with both adults and children
	X
	
	X
	X
	X

	
	Ability to interpret legislations and regulations.
	
	X
	X
	X
	X

	
	Excellent written and verbal communication skills, including the ability to present to a range of audiences
	X
	
	X
	X
	X

	
	Proficient in the use of all Microsoft software applications
	X
	
	X
	X
	X

	
	Commitment to raising achievement and improving the educational experiences of all students 
	X
	
	X
	X
	

	
	A sense of humour
	X
	
	X
	X
	

	
	Resilience
	X
	
	X
	X
	

	
	Ability to think originally and creatively
	X
	
	X
	X
	

	
	Positive attitude
	X
	
	X
	X
	

	
	Warmth and sensitivity
	X
	
	X
	X
	

	
	Excellent rapport with students
	X
	
	X
	X
	

	
	Commitment to the academy and the students we serve
	X
	
	X
	X
	

	
	Ability to work confidentially and with discretion
	X
	
	X
	X
	


