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RICKMANSWORTH SCHOOL

JOB DESCRIPTION

Post Title:	Art & Technology Technician

Responsible to:	Head of Art & Technology Faculty

Responsible for:	Supporting Art & Design Department

The post is principally to support the Art and Design Department, with 5 hours given to design and erect displays around the School.

Duties for the Art & Design Technician
· Checking stock levels of all materials/equipment.
· Supplying studios with all required materials/equipment.
· Ordering stock for Art & Design (overseen by HOD)
· Ensuring materials/equipment are maintained in good condition and working order.
· Individual teachers should ensure that pupils take responsibility for the cleaning and tidying up of all materials and equipment used during a lesson.  All sinks need to be cleared at 3:15pm in order for cleaners to clean (cleaners will not clean sinks if items are left in them).

Specific duties relating to the different media used:
· Painting
Refilling paint containers, cleaning painting materials
· Drawing
Maintaining drawing media
· Ceramics
Recycling clay, pugging, supplying classes with pre-cut clay preparing and maintaining slips and glazes, organisation of equipment, storing work in drying cupboard, loading and unloading the kiln, cleaning and organisation of tools and equipment (to be directed by ceramics specialist).
· Printing
Preparation and organisation of screens, dyes, pigments and inks, organisation and maintenance of equipment, cleaning, assisting students in the printing process, etc.
· Batik
Mixing dyes, heating up wax pots in preparation for lesson.

Organisation of Resources:
· Cataloguing and maintaining Art Library stock.
· Laminating departmental visual resources.
· Organisation and distribution of visual resources (primary & secondary sources).

Organisation of Store Rooms and Cupboards:
· Organisation and maintenance of materials and equipment stores.
· Tidying of stock rooms and cupboards.
· Checking stock levels and reporting stock levels to Head of Department.
· Distribution of materials to studios.
Display:
· Mounting and labelling of work for exhibition.
· Erecting and dismantling displays/exhibitions.
· Loaning and securing return of departmental display boards.
· Responsibility for Displays around the school and in other departments.
· Setting up/dismantling external Exhibitions - Liaising with external agencies



Administration:
· Maintaining stock records.
· Ordering and checking stock, recording stock deliveries.
· Photocopying/reprographics including enlarging/reducing copies of student work.
· Departmental filing.
· Delivering internal mail, memoranda, agendas and minutes.
· Collecting money and passing receipt books to Finance Department regularly.
· Delivering messages to pupils via registers/or form rooms.
· Maintaining and utilising database systems, including setting up Department tracking spreadsheets and inputting data.
· Liaising with teaching staff when absent through email or telephone.  Ensure cover work is organised and available on teachers’ desk prior to lessons.
· Helping to book/organise Department Trips.

ICT:
· Check printers are well stocked with paper.
· Replace/recycle ink cartridges when required.
· Dust hardware.

Health & Safety:
· Checking and re-stocking of First Aid boxes in studios.
· Direct and oversee prefects in conjunction with teaching staff.
· Ensure correct labelling of toxic substances.
· Ensure safe storage of items associated with risk e.g. craft knives/dyes/oil paint thinners etc.
· Ensuring risk assessments/ data sheets are up to date and are adhered to. 

Student Support:
· Supporting/assisting students in the classroom.

Art Shop:
· Running of Art Shop.
· Ordering and selling stock.

Whole School Displays:
· To work with Heads of Faculty to design and erect displays.
· To work under the direction of the Headteacher to design and erect displays in corridors and communal areas.


The job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title. The successful candidate must have a commitment to safeguarding and promoting the welfare of children and young people.


















PERSON SPECIFICATION – Art and Design Technician

EDUCATION, QUALIFICATIONS AND TRAINING 
 
	
	Essential
	Desirable
	How Identified

	Evidence of training and/or qualifications which reflect appropriate skills e.g. NVQ Level 3 or equivalent  
	
	Yes
	Application

	Good Literacy and numeracy – GCSE Maths and English or equivalent 
	Yes
	
	Application



EXPERIENCE 

	
	Essential
	Desirable
	How Identified 

	Knowledge of a variety of technical skills related to preparation of art, materials

	Yes
	
	Application
Reference
Interview

	Able to work effectively within a team and play a motivating role 
	Yes
	
	Application
Reference
Interview

	Ability to cope with periods of pressure, work flexibility and proactively address issues 
	Yes
	
	Application
Reference
Interview

	Accept the need for continuing development and training 
	Yes
	
	Application
Reference
Interview

	An interest in education and working within an educational environment
	Yes
	
	Application
Reference
Interview



KNOWLEDGE, SKILLS AND ABILITIES 

	
	Essential
	Desirable 
	How Identified 

	Previous experience of working in an art environment 
	
	Yes
	Application
Interview

	ICT skills or willingness to train on specific 
	
	Yes
	Application
Interview

	Knowledge of Email and office applications, e.g. Word, Excel, PowerPoint
	
	Yes
	Application
Interview

	Able to work within agreed parameters, understand and follow instructions; the ability to consider others point of view and accept compromise solutions 
	Yes
	
	Reference 
Interview

	Excellent communication & interpersonal skills
	Yes
	
	Reference 
Interview

	Able to quickly establish positive working relationships with a wide range of people from within and outside school
	Yes
	
	Application
Reference 
Interview

	Able to maintain complete confidentiality and discretion at all times ,combined with a calm personality and sound judgement
	Yes
	
	Reference 
Interview

	Excellent numeracy and Literacy skills 
	Yes
	
	Application
Reference 
Interview

	Effective work presentation and time management skills and a high degree of accuracy 
	Yes
	
	Application
Interview








[bookmark: _GoBack]OTHER REQUIREMENTS 

	
	Essential
	Desirable
	How Identified 

	Enthusiasm, energy, commitment
	Yes
	
	Reference
interview

	A commitment to safeguarding & promoting the welfare of children and young people 
	Yes
	
	Reference
interview

	A willingness to undertake additional training, keep up-to- date with developments and changes in good practice 
	Yes
	
	Application
interview

	Awareness and adherence to relevant health & safety regulations and a commitment to equality of opportunity 
	Yes
	
	Application
Reference
interview

	A good attendance and punctuality record 
	Yes
	
	Reference


	List 99/DBS Checked 
	Yes
	
	Application





THE SCHOOL OPERATES A NO SMOKING POLICY 
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RS JD Art & Design Technician
All job descriptions are subject to development and change.  All staff must adhere to professional standards and maintain safeguarding practises to protect children and the reputation of the School
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