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	Job Description

	Department:
	Marketing

	Section:
	Holyrood Academy

	Job Title:
	Display and Events Technician

	Reports to:
	Marketing & PR Officer

	Main Purpose of Job

	
Celebrate and promote the achievements of Holyrood Academy through the creation of all displays across the academy including in classrooms and public areas. 

[bookmark: _GoBack]Support the academy in organising awards and celebration events.

16 hours a week (4 days a week) Term Time Only plus INSET


	Main Responsibilities and Duties

	
Create displays across the academy including in classrooms and public areas to promote the work and activities of Holyrood Academy students and staff in accordance with the Holyrood Academy ‘brand’.
Liaise with teaching staff and consult academic calendar to ensure displays and noticeboards are up-to-date and relevant.
Be proactive in using technologies to design and develop eye-catching and professional printed displays.
Prepare displays and help to create promotional materials for Open Evenings and similar promotional events.
Assist the Marketing & PR Officer with the organization of promotional materials, including on-line marketing tools i.e. twitter, website .
Liaise with colleagues in Reprographics as necessary
Order display and promotional materials in accordance with academy regulations.
In exceptional circumstances, assist colleagues in the Learning Centre.


	SUPPORTING PROCESSES

	Problem Solving and Creativity

	Needs to be creative to design eye-catching displays
Needs to be able to meet deadlines and adjust working routine accordingly
Needs to be self-motivated and organised whilst still being a team player

	Decision Making

	Varies own routine within the guidelines given and to meet deadlines
Organizes the purchase of display resources
Prioritizes workload to meet ever-changing demands and deadlines

	Physical Effort and Working Conditions

	Display work takes place at various locations around the academy and requires use of a stepladder so need to observe safe practice near stairs etc.
Physical effort is required in carrying equipment around the campus
Able to work in a busy and sometimes noisy working environment

	Contacts and Relationships

	Constant contact with students
Contact with all staff in the academy to pass and receive information, advice, guidance, suggestions and ideas 
Contact with the Marketing & PR Officer on a daily basis in order to maximise efficient management of resources and time

	Additional Information

	Professional Development is an integral part of this post  
The post is subject to an annual process of Performance Review
This post is graded as a Scale 15

	Knowledge Skills and Experience

	Must be creative 
Must be able to manage time to meet deadlines and able to move between roles and tasks
Must be capable, flexible and confident with students and staff
Must be IT-literate and able to use appropriate software to design printed displays
Good GCSE standard

	A   AGREED that the Job Description is a fair and accurate statement of the requirements of the job:

     Job Holder:  ______________________________	Date: _________________

     Line Manager: _____________________________	Date: ___________________

     Designated Senior Manager: __________________	Date: _____________________
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