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	Responsible to
	Duty Manager

	Designation
	Sound Technician 
	Part-time Casual
	Flexibility of working required

	Division
	Castle Green
	Department
	Jo Richardson 

Community School

	Grade
	APTC Scale 5 Point 22-25
	Date of Job Description
	29th September 2017


Purpose of the Job

To manage the sound and media production during events and functions at Castle Green, Jo Richardson Community School. To assemble, operate and maintain equipment used to record, amplify, enhance, mix or reproduce sound. To set up and set down sound equipment for events and functions and manage the sound aspect for the event. To support in the set up and set down of other resources needed for the event such as tables and chairs, musical instruments props, costumes, backdrops and lighting. To help clean venue after events.
Main Responsibilities
· To assess the acoustics of the performance area.
· Assembling and operating the necessary equipment.
· To work with producers and performers to determine the sound requirements.

· To work closely with clients to ensure that their event runs smoothly and the sound and music production is delivered to an exceptional standard.
· Selecting, positioning, adjusting and operating the equipment used for amplification and recording.
· Applying technical knowledge of sound recording equipment to achieve the determined artistic objectives.
· Recording sound onto digital audio tape or hard disk recorders.
· Monitoring audio signals to detect sound-quality deviations or malfunctions.
· Anticipating and correcting any problems.
· Maintaining and repairing sound equipment.
· Ensure that the Centre is clean and tidy after events.
· Supervise Centre users ensuring that all Centre users adhere to rules and regulations.

· Where directed by the Duty Manager assist at events and other functions.This may include jobs such as stewarding events.

· Assist in the provision of general information and advice to the public and customers.

· Set up and stow equipment used for bookings/events involving various furniture moving.

· Report to the Duty Manager any defects to equipment and take immediate action to prevent service users from being exposed to potential dangerous hazards.

Health & Safety

· To help during evacuation procedures.

· To participate and be fully aware of evacuation procedures and to act as a lead during fire and other evacuation procedures.

· To undertake all relevant training to ensure the safe operation of any equipment used.

Administration 
· Use information technology/equipment in connection with the requirements of the post.
General
· Take responsibility for continuing self-development and participate in training and development activities.
· Ensure compliance with appropriate legislation, Council Policies, Standing Orders, Financial regulations and other requirements of the Council, Jo Richardson Community School and Castle Green.
· Comply with the competencies and standards agreed by the Council, Jo Richardson Community School and Castle Green as relevant to the post.
· Ensure compliance for Jo Richardson Community School, Castle Green Equalities and Diversity policies.
· Ensure compliance with Health and Safety legislation for Jo Richardson Community School, Castle Green, the Council and Departmental Health and Safety policies.
· Cover the duties of other staff as and when required.
· Attend meetings, working groups etc. as required.
This role requires the postholder to undertake a range of physical activities, working in direct contact with the public. Working in a supervised environment and within a team the postholder will be required to adapt daily working procedures in the light of situations faced, adapting creative skills to resolve routine problems encountered within the role, referring more complex matters to the Duty Manager
The above-mentioned duties are neither exclusive nor exhaustive and the postholder may be required to carry out such other appropriate duties as may be required by the Centre and Duty Manager and Headteacher within the grading level of the post and the competence of the postholder. This job description reflects the core activities of the role and as the Centre and the post holder develops, there will inevitably be changes in the emphasis of duties.  It is expected that the post holder will recognise this and adopt a flexible approach to work and be willing to participate in training. If changes to the job become significant, the job description should be reviewed formally by the Line Manager and the post holder.

Public Relations

Considerable importance is attached to the public relations aspects of all work undertaken by Castle Green staff.  It is a Centre objective therefore, that all staff will at all times, project to the public the image of the Centre as being anxious to assist wherever possible, and privately promote the work that the Centre carries out across its various activities. 

Special Conditions attached to the post
To work evenings, weekends and the school holidays in accordance with the needs of the Centre. 
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	ATTRIBUTES
	DESIRABLE (D)

ESSENTIAL (E)
	METHOD OF ASSESSMENT

	Experience
· Working as a Centre Assistant or similar such occupation and directing people in the use of facilities/equipment.  
· Experience of working in a front line role.
	D

D
	AF/Interview

	Education, Training & Qualifications

· Basic literacy and numeracy skills.
· Willingness to undertake training courses in line with duties.
· Sound technician qualification or relevant experience. 
	E

E
E
	AF/Interview

	Knowledge & Skills
· Able to follow rules and procedures, especially as they relate to safety, lettings and programmes of use.
· Ability to communicate effectively.
· Basic understanding of Health and Safety issues.
	E

E

E
	AF/Interview

	Personal qualities
· Willing to carry out a range of cleaning duties involving set-up and set-down before and after events.
· Excellent customer service skills.
· Work shifts, evenings and weekends as necessary, with occasional late work/additional hours at short notice.
· Rehabilitation of Offenders (Exemptions) apply.
	E

E

E
	Interview


The Selection Panel will be looking for evidence in your application form and supporting letter of your strengths and abilities in relation to the criteria set out in this person specification. Where the requirements above are shown as minimum, you must show how you meet all of them.  Where application form is shown as method of assessment you must show on the application form how you fulfill the criteria, even if other methods of assessment are also shown.  Only persons that can satisfy us on the application form that they can meet all the minimum criteria will be short listed.
In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· motivation to work with children and young people;

· ability to form and maintain appropriate relationships and personal boundaries with children and young people;

· emotional resilience in working with challenging behaviours; and

· attitudes to use of authority and maintaining discipline

If you are shortlisted, any relevant issues arising from your references will be taken up at interview.

