LORETO GRAMMAR SCHOOL, OMAGH

JOB DESCRIPTION

TECHNOLOGY & DESIGN/ART & DESIGN TECHNICIAN 
(TEMPORARY PART-TIME TERM-TIME FOR ONE YEAR – 1 DAY PER WEEK)

Post Title:  
TECHNOLOGY & DESIGN/ART & DESIGN TECHNICIAN

Job Purpose:  
To assist with the efficient operation of the Technology & Design and Art & Design Departments
Responsible to:  
The School Principal and the Heads of Department.

 1.
Main Duties and Responsibilities
The post holder will spend time in both the Technology & Design and  Art & Design Departments according to arrangements between the Heads of Department.
1.1 Assist teachers in the preparation of materials for the delivery of the curriculum.

1.2 Assist teachers in the delivery of Technology and Design and Art and Design courses in the school.

1.3 Assist in organising workshop areas and storage facilities for the Departments.

1.4 Service and maintain equipment within the Departments on a regular basis and check the safe condition of portable electrical equipment.

1.5 Check Manufacturing Room tool boxes and tool cupboards on a daily basis.

1.6  Check and tidy Systems Room equipment trays and trolleys (when in use) on a daily basis.

1.7 Stocktake and order materials and equipment required for the Departments in consultation with the Heads of Department and in good time for the start of the academic year (or at other times as required by the Head of Department).  Check catalogues for supplies of suitable materials and evaluate new sources of supplies when necessary.

1.8     Attend relevant training courses as directed by the Heads of Department.

1.9 The Technician must use his/her time taking account of the teaching timetable in such a way that that the teachers are adequately supported.  The Technician will undertake work for pupils only on the direction of a teacher.
1.10 Receive orders for the Departments, check against requisitions and place    in stores. 

1.11
Maintain an asset register of equipment in the Departments.

1.12
Carry out other such duties required from time to time by the Principal, Vice-Principals or the Head of Department

2.
Qualifications & Experience
Essential Criteria:

· At least 5 GCSEs or equivalent (pass minimum Grade C) which include English Language, Mathematics and Science;
· Experience in the operation of machines & tools used in Technology & Design/Art & Design.

· Work experience as a Technology & Design/Art & Design Technician.


Desirable Criteria:
· Experience of using ICT.
· A level Technology & Design or Art & Design subjects or a relevant degree.

· Experience of working with young people in a formal setting.
The Selection Panel reserves the right to enhance the criteria in order to facilitate a manageable shortlist.

Please note that the onus is on applicants to provide sufficient detailed information on their application forms in order to demonstrate how they meet each of the criteria.  Failure to do so may result in an applicant not being shortlisted since the Selection Panel cannot make assumptions in the absence of essential information.
Knowledge, Skills & Personal Qualities

· Practical knowledge of tools used in Technology & Design & Art & Design Departments

· Knowledge of ICT in relation to Technology & Design & Art & Design

· Good interpersonal skills

· Child centred

· Good communication skills

· Good organisational skills

· Ability to work independently and as part of a team

· Reliable

· Honest

· Flexible.
3.
Child Protection

3.1
Employees must adhere to the Child Protection Guidelines outlined in the school’s policy.

4.
Health & Safety

4.1
Employees must adhere to the Health & Safety Guidelines outlined in the school’s policy.

5.
General Conditions
5.1
Salary Scale

The hourly rate for this post is £14.9917 - £15.7367  per hour.

5.2
Hours of Work



The hours of work are 6.5 hours per week.

5.3
Annual Leave Entitlement


Entitlement to annual leave is 23 days in a full holiday year in addition to 12 public and extra statutory days.  Entitlement to leave is pro rata to the number of months worked.

5.4
All duties must be carried out to comply with:

· Acts of Parliament, Statutory Instruments and Regulations and other legal requirements;

· Codes of Practice.

5.5
Duties will be carried out for jobs up to and including those in the same grade, provided that such duties are within the competence of the employee.

6.
Training
6.1
Employees will accept any training to facilitate the undertaking of duties for jobs up to and including their own grade.

6.2
Employees will accept training for jobs graded at higher levels than their own.  Payment will only be made where there is a requirement by the school for the higher level duties to be carried out.

7.
Disclosure of Criminal Background
This post involves “regulated activity” under the Safeguarding Vulnerable  Groups (NI) Order 2007. Therefore if you are appointed, Loreto Grammar School, Omagh will be required to undertake an Enhanced Disclosure of Criminal Background.  Due to a policy implemented by the Department of Education in April 2011, you will be expected to meet the cost of an Enhanced Disclosure Certificate which is currently £33.

Further details in relation to legislative requirements can be accessed on www.nidirect.gov.uk/vetting or www.accessni.org.uk
