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Shirley High School

Performing Arts College

	Job  Description


	Job Title:


	Senior Technician
	Grade Range (scp range)
	

	Reports to:


	Head of Science
	Directly Line Manages:


	Science Technician

	Overall Purpose 
	Under the instruction/guidance of the Head of Science: 
Provide general support in a specific curricula/resource area, including preparation and maintenance of resources and support to staff and students. 
This job description allocates duties and responsibilities, but does not direct the particular amount of time to be spent on carrying out each task.


	Key Accountabilities and Result Areas:
	Key Elements:

	Main Responsibilities
	To support the effective delivery of education by overseeing technical support to teaching staff and students by:
· Directing and allocating the work of the other technicians within the curriculum area; monitoring their work; assisting with their professional development; advising teaching and other staff on the appropriate and safe use of equipment.

· Preparing equipment, chemicals and specimens for practical sessions and examinations, including constructing and setting up equipment as required.

· Carrying out minor repairs to equipment, e.g. plugs, fuses etc.

· Ensuring that the laboratories and equipment are kept in a clean, safe and tidy condition at all times and that chemicals and equipment are stored and used in accordance with Health & Safety legislation and good practice.

· Monitor and control supplies of stock and inform the head of department when further supplies are needed.

·  Check goods delivered against orders and carry out inventory checks on a regular basis and arranging appropriate storage.

· Ensure the safe disposal of used/harmful chemicals and biological specimen.

· Manage  Radioactive sources as outlined by CLEAPSS

· Ensuring that living specimens (plants and animals) are cared for appropriately.

· Making up and ensuring the ready availability of standard solutions and other agents in all appropriate working areas.

· Purchasing and collecting science materials locally.

· Assisting in practical sessions where required.

· Carry out annual risk assessment of the department.

· Training of new technicians and apprentice technicians.

	General


	This will involve:

· To carry out duties and procedures as outlined in the school handbook and science department Handbook

· To be aware of and implement the school’s Health & Safety policy at all times.

· To go on training courses as directed.

· To undertake departmental photocopying

· To prepare for open evening and new intake visits.

· To organise the maintenance of the fish tank and school plants.

· To print exam papers and deliver them to the hall.

· To check laboratories for display quality on a monthly basis.


	Teaching Preparation


	This will involve:

· To enrich personal knowledge by consulting up to date resources.

· To ensure the updating of the class apparatus to meet the new curriculum.

· Be responsible for creation and maintenance of purposeful, orderly and productive working environment.

· To ensure that the technician prepares classes to the teacher’s direction for teaching at KS3 and 4.
· Promote and ensure the health and safety and good behaviour of students at all times.

· To make a weekly inventory of the cupboards in the labs for standard laboratory apparatus.

· To report, replace, repair or arrange repair of apparatus

· Maintain the good order and tidiness of the three prep rooms and walkway areas.

	Management


	This will involve:

· To maintain a stock book for apparatus and stores in the department.

· To ensure that chemicals are securely stored in accordance with the Health & Safety regulations.

· Demonstrate and assist in the safe and effective use of specialist equipment/materials.

· To maintain and store departmental orders and records, in electronic and manual form.

· Manage  Radioactive sources as outlined by CLEAPSS

	Support for the School


	This will involve:

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.

· Be aware of and support difference and ensure all students have equal access to opportunities to learn and develop.

· Contribute to the overall ethos/work/aims of the school.

· Participate in training and other learning activities and performance development as required.

· Occasional class cover supervision for absent staff

	Generic Duties and Responsibilities

Green Responsibilities

Data Protection

Confidentiality

Equal Opportunities and Anti Discrimination

Health and Safety

Contributing as an effective and collaborative member of the School Team


	This will involve:

· Demonstrating good environmental practice (such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction) wherever possible in the day-to-day work.

· Being aware of the school’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held and ensure that all administrative and financial processes comply with this by maintaining records in accordance with the Acts guidance.

· Treating all information acquired through your employment, both formally and informally, in strict confidence.  

· Understanding, complying and enforcing equal opportunity within the work place.  Undertaking any appropriate training and challenging racism, prejudice and discrimination or any unacceptable behaviour.

· Being responsible for your own Health & Safety, as well as that of colleagues, students parents and visitors.  Employees should co-operate with management, follow the School’s Health and Safety Policy and Procedures, cooperate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.

· Participating in training to be able to demonstrate competence.

· Championing the professional integrity of the School. 

· Supporting Customer Focus, Best Value and electronic management of processes.

· Actively sharing feedback on School policies and interventions 

· Undertaking any other reasonable request as required.


	Person  Specification


	Job Title: 


	Senior Technician

	Essential knowledge:
	· NVQ Level 4 or equivalent qualification or experience in relevant discipline.

· Relevant Science qualification.

· Detailed knowledge of Health & Safety legislation as it relates to the workings of a school.

· Detailed knowledge of COSHH regulations in relation to the safe handling and storage of chemicals.

· Detailed knowledge of safe working practices in relation to the handling and usage of hazardous equipment and tools.

	Essential skills, qualities and abilities:
	· Excellent numeracy/literacy skills.

· Use of specialist equipment/resources.

· Ability to relate well to children and adults.

· Ability work under pressure to meet tight and changing deadlines in a busy environment.

· High degree of accuracy and attention to detail.

· Professional attitude.

· Desire to learn.

· Ability to prioritise and complete tasks within deadlines.
· Thorough, organised and methodical approach to tasks.

· Ability to offer professional guidance and assistance to teachers on the practical aspects of the curriculum.

· Ability to identify work priorities and manage own workload and that of others.

· Ability to oversee the induction and training of new technical staff.

· Ability to maintain accurate work records and inventories.

· Ability to prepare equipment and materials for lessons, as requested by the teaching staff.

· Able to identify and act upon common forms of discrimination.

· The role includes spending much of the working day standing and using equipment and other materials so applicants need to be able to carry out the duties of the post with reasonable adjustments where necessary/practicable.

	Essential experience:
	· Experience of undertaking a range of science related tasks.

· Previous experience of working in a science and / or technology environment.

	Desirable Knowledge:
	· A sound knowledge of National Curriculum requirements.
· Good IT skills e.g. word-processing and excel.

· First Aid knowledge would be an advantage.

	Desirable skills and abilities:
	· Ability to maintain a range of tools and equipment.
· Ability to design, develop and maintain specialist resources.

	Desirable experience:
	· Experience of working in a busy environment.

	Special conditions:
	Applicants will undergo appropriate child protection screening including checks with past employers and the Disclosure and Barring Service (DBS).




I the undersigned confirm that I agree and understand the duties in this job description:

Name Print:  ____________________________Name Sign:___________________________Date:________________
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