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	Job Description: 

Art Technician
Scale:  4

                                                              Updated: Dec 2017


	Post holder reports to: 
Curriculum Leader
Purpose of Job:
· To provide an efficient administration and prepare equipment for the Art Department
· To provide creative and technical support to staff and students within the Art Department

· To support the department in promoting progress for all students

· Any other duties as directed by the Headteacher.
Responsible for: No line management responsibility
Hours of work: 14 hours per week, term time 



Main duties and responsibilities
· Contacting outside organisations on behalf of Curriculum Leaders to make bookings for the Curriculum Areas within the learning zone.
· Assisting with the administration regarding visits and using SIMs to keep records.

· Putting up displays in and outside classrooms.

· In consultation with relevant staff, designing and creating curriculum worksheets, proformas and other materials.
· Developing IT resources – eg Managed Learning Environment resources, OneLan, PowerPoint’s, etc.

· Making set copies of worksheets as and when requested.
· Distributing relevant cover work, as requested by the Curriculum Leader.

· Booking computer rooms and laptop units for staff as requested.

· To have responsibility for the laptop units, setting up/removing them in classrooms in a manner prescribed by the Managed Service for ICT.

· Checking stock.

· Replenishing the Multi Functional Devices (MFD) and reporting issues to RM Education.

· Complete order sheets for stock (countersigned by Curriculum Leaders).

· Reporting damage to furniture and equipment to the relevant person.

· Helping to keep quiet in corridors at lesson changeover.

· To be responsible for all recordings from TV or radio, and storing on computer system, for Curriculum Areas.

· Is a ‘classroom assistant’ as and when required.

Specific Duties

These will be the specific tasks relating to the Learning Zone and will include the following;

· Preparing equipment and materials.  Setting up and checking equipment for use in practical lessons.  Setting up and carrying out demonstrations. Constructing of simple items of equipment for demonstration purposes and/or student use.  Retrieving and clearing away equipment.  

· Maintenance (including cleaning) of all equipment.  Repairing faults (where possible) and reporting faults to Curriculum Leader.

· Assisting in practical lessons as requested by teaching staff.

· Maintaining stock levels in the department and ordering items required and keeping up to date records of orders, delivery notes and invoices.

· Attending curriculum area meetings if required.

· Responsible for familiarising themselves with departmental, school and LA Health & safety policies.  

· Participating in the maintenance of satisfactory standards of safety and security in relation to the technician service to the Art department.

· Preparation of materials such as project booklets, tips booklet, etc.

· Use of specialist equipment, such as the Kiln.

· To produce resources /visual aids and to maintain the Learning Area’s resource library, keeping a record in the central office for staff and student use.  

Additional duties

· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· To maintain high standards of professional behaviour and presentation.
· To take responsibility for Health & Safety in the postholder’s area of work.

· Any other duties commensurate with the grade which may be required from time to time.

· All staff are expected to take part in staff development.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.
SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.


	Name:
 
Signature:
Date:
 
 

	

	
	


