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JOB DESCRIPTION & PERSON SPECIFICATION

Design Technology Technician
North Chadderton School
Grade 2 SCP 4-6 (Salary will be pro-rata)
36 hours 40 minutes per week
Term time plus 1 day (September Inset Day)

Purpose of Post

To support teaching, and other school support staff, with routine tasks and duties to facilitate high-quality teaching and learning for pupils and students.  The role is working within the Technology Department.

Reporting to

Head of Department 

Responsible for

None

Main Areas of Responsibility
Supporting Teaching and Learning
· Assist in the preparation of documents, materials and equipment to be used as learning/teaching aids for pupils in Design Technology and support other events in the school.
· Delivery of materials, equipment and other resources to classrooms, studios and other locations around the school.
· Set up materials/equipment on behalf of the teacher in time for lessons.
· Operate specialist equipment or computer packages as required, e.g., laser cutter or design packages to put graphics on pupil’s worksheets. This could include associated audio/visual equipment.
· Under the direction of a teacher, to take part in demonstrations to pupils.
· Under the guidance of a teacher, to support individual or groups of pupils during practical aspects of delivering the design technology. Give feedback on pupil progress to the teacher as requested.
· Retrieve, clean and tidy up teaching and storage/preparation areas after lessons, cleaning and maintaining tools and equipment as appropriate, and if needed, ensuring they are stored correctly, ready to be used another time.
· Maintain storage and preparation areas in a well organised, clean and tidy condition, ensuring the safe storage and accessibility of equipment, tools and materials.
· Undertake routine maintenance, safety checks and cleaning of tools, equipment and materials associated with the role. Carry out basic repairs and report other identified faults.
· Assist with the display of pupil’s work and other promotional work across the school.
· Support the effective use of ICT in learning activities and develop pupils’ confidence in its use.
· Invigilate exams and tests as required.

Health & Safety 
· Promote and ensure the health and safety of pupils, students and colleagues at all times. Follow all relevant health and safety requirements/regulations, and risk assessments appropriate to subject areas, e.g., use of specialist equipment.
· Contribution to the production of appropriate risk assessments.

Administration
· Operate all relevant information and recording systems, including cataloguing, filing, inventories and legal records, e.g., relating to Health and Safety or equipment/ appliance testing.
· Assist to maintain an accurate inventory of all apparatus, resources and equipment connected to the subject area.
· Receive and check deliveries and associated invoices. Notify the appropriate person of any discrepancies.
· Undertake related administrative tasks, such as filing and photocopying.
· Provide management information as required.

Safeguarding
· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with the Trust’s Safeguarding/Child Protection policies.
· To undertake regular safeguarding/child protection/adult protection training as required by the Trust.

Culture

· Responsible for Health & Safety, security, data protection and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.
· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity, and Inclusivity.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

[bookmark: _Hlk169605747]The academy will endeavour to make any necessary reasonable adjustments for the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.



















Design Technology Technician - Person Specification

	E = Essential    D = Desirable    A = Application    I = Interview
N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview

	Essential or 
Desirable
	Application
/Interview

	Qualifications & Training
	
	

	Willingness to undertake NVQ level 2 in related subject or equivalent
	E
	A, I

	Literacy and Numeracy skills equivalent to Level 1 of the National Qualification & Credit Framework
	E
	A, I

	Willingness to gain a First Aid Certificate
	E
	A, I

	NVQ level 2 in a related subject or equivalent
	D
	A, I

	First Aid Certificate
	D
	A, I

	Skills and Abilities
	
	

	Interpersonal skills to build effective working relationships with pupils and staff across the school
	E
	A, I

	Communication skills to give information to others both spoken and in writing
	E
	A, I

	Able to work methodically and have attention to detail
	E
	A, I

	Initiative to work without direct supervision and respond to unexpected problems
	E
	A, I

	Experience
	
	

	Experience of working in an environment relevant to the area of the Curriculum to be supported
	E
	A, I

	Experience of using ICT to support completion of work tasks 
	E
	A, I

	Experience of working in a team and supporting others to achieve objectives complete tasks to deadlines
	E
	A, I

	Experience of keeping basic records 
	E
	A, I

	Experience of working in an educational setting
	D
	A, I

	Knowledge
	
	

	Knowledge of potential health and safety risks and issues associated with this job description, and how to mitigate these hazards
	E
	A, I

	Understanding of why safeguarding for pupils and the confidentiality of information is important in a school environment
	E
	A, I

	An understanding of the National Curriculum within the subject area(s) that the role is based within
	E
	A, I

	Work Circumstances
	
	

	Able to work flexibly according to the needs of the school 
	
	

	When required, to wear safety clothing and PPE as appropriate to the risk assessment
	E
	A, I


Key:  I = Interview    R = References    A = Application    D = Documentation    T = Test

NB. – Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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