	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	School Technician
	Job Evaluation         Reference Number:  
	AA3106

	Service:


	Education
	Grade:


	LGE8

	Department/Section:


	Community Services
	Location:
	Variable

	Line Manager (post):

	Head Teacher 

	Date JDPS was created / last reviewed / amended:
	February 2015

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To provide comprehensive technician support services across the educational establishment.  To support class teachers and pupils ensuring high quality learning and teaching.


	Scope / Dimensions:  
Line management / staffing responsibility N/A
Budgetary responsibility: N/A
 

	Job Description:  Main Outcomes required  


	1.
	Planning:   
Support the line manager/Principal Teacher to develop the department’s improvement plan by working in partnership with colleagues (within and outwith the service) and by taking personal responsibility for planning how these are delivered effectively and efficiently to service users.  In particular, take responsibility for:

a) Preparation of material
b) Ensuring support for teachers in delivering classroom tasks


	2.
	Service delivery:  
Assist the line manager/Principal Teacher to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

a) Knowledge, application and problem solving abilities in Information Technology

b) To provide an efficient and effective care, maintenance and first line repair service to school equipment
c) To undertake and report the results of Portable Appliance Tests (PAT) on portable electrical equipment in education service properties
d) To provide the appropriate assistance as required by other technician staff
e) To liaise effectively with school and council employees and external contractors
f) These job activities may include the following in addressing a comprehensive range of I.T., audio visual, science, technical or other applications:
1. Undertaking identification of faults, testing and repair, general care, storage and cleaning of school resources and equipment

2. Constructing apparatus and ensuring the general security of data, files, materials, equipment and tools.

3. Servicing of work rooms, classrooms and laboratories as necessary, including cyclical maintenance of equipment and apparatus.
4. Carrying out the necessary tasks and procedures for the maintenance and monitoring of files, data, equipment, stock and safety relating to computers, printers, projectors, chemicals, fume cupboards, metalwork and woodworking machinery, etc.

5. Assisting with requisitions, stock taking, the provision of general advice and assistance in the purchase and use of equipment, including safety requirements

6. Assisting with the identification, ordering, receipt and checking of spare parts, equipment and materials, as required.

7. Undertaking the preparation of materials including wood or metal for classes, templates, jigs and fixtures, specimens for biology, supplying teaching aids and materials for class use, reagents, topping up stock solutions etc.

8. Operating, installing and maintaining a range of equipment

9. Safe handling and care of chemicals, including preparation of stock solutions, dispensing of gases, etc
10. Providing care for animals, fish, and plants, keeping aquaria clean and maintaining greenhouses.



	3. 
	Quality Assurance:  
Support the Head Teacher to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance, and in particular: 

Ensuring appropriate IT is available in educational establishments.

Ensuring high quality learning experiences for pupils



	4.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	5.
	Other duties & responsibilities:
Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1
D.1


	City and Guilds part II in an ICT discipline or equivalent.
HNC Level in an IT, Science, Audio Visual, ICT or Craft discipline or equivalent.

	Experience



	E.1

D.1
	Experience of working in a technical support environment.

Experience of providing technical support in a multi-disciplinary or education setting.


	Specific job-related knowledge  


	E.1


	Knowledge of current practice in I.T., Science Lab, Audio Visual or Craft workshops

	Any additional job-related requirements   



	E.1

E.2
	The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.  
PVG membership – required to gain this in relation to working with children



	Competencies   

	E.1
	Level  1
Personal Qualities (Competencies) that are essential at recruitment stage: 
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