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MAIDENHILL SCHOOL - JOB DESCRIPTION

Art Technician
Job Title:

Art Technician
Salary Level:
Grade 2, points 2 – 3 https://tinyurl.com/59er3a29 


        Please note salary will be pro-rata depending on number of hours and weeks per year worked.
Responsible to:
Subject Leader for Art, Design & Nutrition
JOB PURPOSE

To provide practical support for staff and students in the Art & Design team. This will include taking responsibility for the stock, organisation and health and safety of the Art and Design department.
MAIN DUTIES AND RESPONSBILITIES
· Carry out daily maintenance duties as specified by the Head of Department.
· To maintain equipment, materials, facilities and services in the Art & Design classrooms.
· To manage the storage of materials, equipment and artwork efficiently.
· To prepare specialist materials and equipment for use in lessons.
· To assist with the documentation of students work and to distribute work back to students.
· To provide technical assistance to pupils during lessons.
· To assist with reprographics and ICT administration.
· To provide technical support to staff and students for ceramics, sculpture and to assist with firing, glazing, recycling, mixing glazes and slips as well as packing and firing the kiln.
· To provide technical support for developing, printing and organising of cameras for Photography lessons.
· To assist with Art and Design departmental displays and the preparation, mounting and installation of artwork around the school.
· To assist mounting and display of GCSE Art & Design and GCSE Photography for moderation.
· To assist with the display of subject specific language to develop vocabulary.
· To provide assistance to teachers in preparation of teaching aids.
· Liaise with cleaners, maintenance and site staff.
· Have a technical frame of mind and the ability to resolve technical issues and to liaise with IT support staff.
· To undertake any other reasonable duties as required.
ADMINISTRATION
· To organise ordering of materials under the guidance of the Head of Department.
· To check incoming deliveries, to unpack and distribute as necessary.
· To issue materials as required.
· To maintain use a range of suppliers to ensure quality and value for money.
· To keep and review an inventory of resources.
Health and Safety

· To be responsible to the Head of Department for health and safety matters and to carry out Risk and COSHH assessments as required by the site manager.
· Manual handling/lifting and ladder training.
· To be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions.

· Cooperate with the employer on all issues to do with health, safety and welfare including the reporting to the line manager or SLT of any dangerous situations in the work place, or any perceived shortcomings in health and safety arrangements 
· To work with the Safeguarding Officer in all matters relating to child protection and safeguarding

Continuing Professional Development - Personal

· In conjunction with the line manager, to take responsibility for personal professional development, keeping up-to-date with research and developments in understanding and working with young people
· To undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available

· To maintain a professional learning log and portfolio of evidence to support the Performance Management process - evaluating and improving own practice

GENERAL RESPONSIBILITIES

· To be aware of and work in accordance with the school’s safeguarding policies and procedures and to raise any concerns relating to such procedures 

· To be aware of and adhere to applicable rules, guidelines, regulations, legislation, policies, procedures and working practices of Maidenhill School

· To contribute to school improvement work ensuring that student learning is central to all activities

· To attend staff /department meetings, training and school events as required

· To be aware of GDPR and the need to follow strict guidelines at all times, maintaining confidentiality of information acquired in the course of undertaking duties 

· Communicate regularly staff and students, making positive and constructive comments about work and student progress and keeping up to date with personal information, wider aspects of the school agenda, recreation opportunities, enjoyment and professional development
· To be responsible for your own continuing self-development and engage constructively with the performance management process, including any relevant training to further develop knowledge and skills to enhance own performance and support the school improvement agenda

· To keep up-to-date with Child Protection / Safeguarding Procedures and notify the DSL or deputies of any concerns about a child.
· To undertake any duties appropriate to the grading of this post as required, under the direction of the Head Teacher

SPECIAL CONDITIONS 

This job description sets out the main duties of the post at the date when it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.

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.

All positions are subject to an enhanced DBS check as standard practice

Agreed by: ____________________________________ 

Date: _________________________
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