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Job Description

Food & Textiles Technician

Post Title:	Food & Textiles Technician
Pay Range:	NJC Scale 3 Points 5-6 £25,583-£25,989 (pro rata) Actual (£22,176-£22,528)
Hours:	37 Hours a week, 8-4pm Mon-Thur, Frid 8-3.30pm (includes 30 minute break)
Term Time only plus 3 Inset Days
Responsible for:	No responsibility for staff
Reporting to:	Head of Design and Technology


	Main purpose of the job:  

· To provide an efficient and effective technical support within the Design and Technology Department to enable high quality learning.

· To support staff with lesson preparation and maintenance of equipment.

· Liaise with teaching staff, site team and kitchen staff and finance.

· To work in an agreed framework to support teaching and learning to maximise the outcomes of all students within the Food & Textiles dept.


	Areas of responsibility and key tasks:    

Order ingredients, resources and equipment to ensure that lessons and practical lessons run smoothly.
Organise resources and equipment to ensure that lessons un smoothly.
To assist in practical lessons when required.
Maintain accurate records: financial, equipment, maintenance & other relevant documents.  
To liaise with member of SLT responsible for PP students with regards their specific needs.
To keep up to date documentation relating to health and safety matters, risk assessments, records of accidents, staff training. 
To input photographic evidence of practicals onto the school’s IT system. 
To carry out stock checks, contact suppliers, place orders for goods and services, check and safely store goods when delivered and chase up late or incorrect deliveries.
To ensure any chemical/biological waste is stored and disposed of in a correct and safe manner, to be aware of any regulations (such as COSHH) relating to the area of activity in which you work and to comply and work to these regulations.
Assist with the organisation of school visits and if necessary, participate in such visits on a voluntary basis as required.
To provide a general administrative service for the department, maintain the department’s filing and administrative system. This includes photocopying, stock control, telephone, emails, displays and other preparation of classroom paper resources.  To manage and update an inventory of equipment ordered/used by the department.
Ensure that fridges, cookers and equipment are kept clean and that a deep clean is undertaken when required. 
To be responsible for maintaining departmental displays of work both in the technology area and around the school 
The post holder will be expected to carry out all duties in the context of and in compliance with all the school policies.
To be willing to undertake training as necessary. 
To participate in personal and team reviews. 
To be familiar with Health & Safety regulations. 
Provide First Aid when necessary (after training) 
Be aware of and take part in the school’s performance management framework and participate in training and development activities as required. 
In addition to the specific responsibilities of the post, as a member of the support team, the post holder will be expected to assist with other tasks of the support team as and when required. 


	
Administrative Duties

To provide a general administrative service for the department, maintain the department’s filing and administrative system. This includes photocopying, stock control, telephone, emails, displays and other preparation of classroom paper resources.  

To manage and update an inventory of equipment ordered/used by the department.

Other Duties

To assist teaching staff with the running/supervision of individual practical sessions eg GCSE assessments.

Under the direction of the teacher, to be aware of the initial safety of the students.

To work flexibly within the needs of the department and timetable

General

To have regard to the policies of the school
Post holder will need to be flexible to cover sickness / absence
To work flexibly within the needs of the department/school
To maintain good relations with all contacts
To have regard to confidentiality and discretion at all times
To undertake training and self-development as and when appropriate.
To undertake such other duties appropriate of the post that may be required by the Headteacher in consultation with the postholder.
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