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	Job Title: 
	Engineering Technician
	    Reporting to:
	Head of Curriculum and Quality


	Position: 
	Support
	      Grade: 
	DA6

	

	Purpose 

	
To provide technical support to the Academic teams within a designated curriculum area.


	Accountabilities / Areas of Responsibility



Key Areas

1. Maintenance and control of equipment, appliances, systems, materials and stock 
2. Preparation and maintenance of designated areas and workshops
3. Provide technical support for specialist curriculum areas
4. Support curriculum areas in mainstream and commercial delivery and centre events 
5. Work closely with the curriculum areas in supporting the students to enhance the learner experience 
6. Provision of customer care
7. Health, safety and well-being

Summary of duties – 

1.	Maintenance and control of equipment, appliances, systems, materials and stock

· Carry out regular checks of all equipment within designated specialist areas.
· Provide preventative maintenance and assist in keeping equipment in a satisfactory condition.
· Control and maintain equipment in designated workshops/areas.
· Maintain maintenance records of equipment. 
· Make regular checks of stock, for example, consumables, student materials etc.
· Control general stocks.  Also report on stock levels and order requirements.
· Maintain stocks of consumables in designated workshops and stores - monitor their use and re-order as required.
· Order/receipt stock/equipment and services using on-line system (if required).
· Arrange delivery of orders and equipment in conjunction with suppliers and staff.
· Liaise with other staff to ascertain the most efficient methods of order to obtain best value for money.

2.	Preparation and maintenance of designated areas and workshops

· Carry out regular checks of designated area/ workshops and assist in the maintenance of a clean working environment.
· Ensure the supply of materials in designated areas is available and appropriate to the requirements of the specialist area.
· Assist tutors in the preparation of workshops for mainstream classes, commercial, presentations and events.
· Maintain workshop, tools and equipment.
· Carry out regular checks on all equipment, with maintenance or repair as required.
· Assist and support staff to ensure that the technical support within the centre is effective with all designated areas of provision being fully maintained.
· Assist the curriculum team in the development of facilities and resources.

3.	Provide technical support for specialist curriculum areas

· To assist teaching staff in the provision of an effective technical support service within the specified team.  
· Assist students with technical support as required.
· Assist teaching staff in setting-up and operating specialist equipment.

4.	Support curriculum areas in mainstream and commercial delivery and team events

· Support lecturing staff in the planning, organising and setting up of exhibitions and events within the team.
· Advise and assist staff on technical support issues relating to planned exhibitions and events.

5.	Work closely with the curriculum areas in supporting the students to enhance the learner experience

· Attend and participate in course and team meetings to gain an insight of curriculum development and how it impacts on support/resource requirements.
· Design, develop and construct new equipment/artefacts/ technical aids/ demonstration pieces to support learning and teaching approaches. 
· Prioritise requests for technical support within the team, plan and work closely with academic staff / Academic Head to meet curriculum needs. 
· Proactively prioritise own workload, in discussion with the Academic Head and other staff as appropriate, having regard to the current curriculum being delivered. 
· Assist teaching staff with demonstrations of a range of comprehensive craft techniques and procedures for student use.

6.	Provision of customer care

· Always provide a high standard of customer care to all internal and external customers.
· Contribute to the self-evaluation process.

7.	Health, safety and well-being

· Ensure all tasks are carried out in accordance with the College health and safety policy and procedures to maintain a safe working environment.
· Support the team in developing and maintaining effective health and safety arrangements including assisting in maintaining COSHH, Risk and other health and safety records.

Notes on Duties and Responsibilities

The duties and responsibilities on this job description are intended to give a broad indication of the variety of tasks the post holder may be asked to undertake. It should be noted that a job description is not an exhaustive list of activities, and staff may be asked to carry out other duties commensurate with the grade of the post. The job description may also be amended to take account of changed circumstances, and staff will be consulted when this is necessary.
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	Experience

	Essential

· Relevant experience working within the Engineering Sector and or Motor Vehicle trade


	Desirable

· Multi disciplined 

	Education and Qualifications

	Essential

· VRQ level 2 or above
· Full Driving licence

	Desirable

· SVQ Level 3 in Engineering Discipline 
· Mechanical or electrical Experience 




	Skills / Ability

	Essential

· Self-Motivated
· Technical skills 

	Desirable

· Experience working in education sector



	Personal

	Essential

· Team Player
· Customer Orientated
· Flexible in approach to work
· Proactive
· Innovative 

	Desirable








	[image: da_logo]
	


EMPLOYMENT INFORMATION 
PART TIME SUPPORT POSTS



Superannuation

Support staff of Dundee and Angus College automatically join the Local Government Pension Scheme administered by Dundee City Council. Contributions are based on pensionable earnings in line with the Local Government Pension Scheme. This is a career average salary pension scheme with a tiered employee contribution rate.

Holidays

The leave year for support staff currently runs from 1 September to 31 August.  You will be entitled to 315 hours annual leave per annum (pro-rata if less than one year's service or part-time) inclusive of college closure days.  

Hours of Work

Your hours of work will be 28 per week with one hour (unpaid) for lunch. 

Probationary Period

You will be on a six month probationary period.  After this period your position will be made permanent should there be no performance related issues.  If performance related issues are highlighted during this period then your probationary period may be extended.  If those performance related issues do not improve then the employer may terminate your contract giving one weeks’ notice.

Sickness/Absence

Eligibility to sickness allowance is dependent upon length of continuous service at commencement of absence as follows:

SERVICE				FULL PAY	HALF PAY

Less than one year			1 month	1 month

One year, but less than 2 years	2 months	2 months

2 years but less than 3 years		4 months	4 months

3 years but less than 5 years		5 months	5 months

5 years or more			6 months	6 months 

Salary paid during periods of absence is inclusive of Statutory Sick Pay (SSP) if an employee is eligible.  If an employee has insufficient National Insurance 
contributions they may not be eligible for SSP. Self-certificate forms and/or doctor's medical certificates will be required at all times.

Remuneration

The rate of remuneration will be in accordance with the provisions of collective agreements reached from time to time.  This includes agreements reached by the National Joint Negotiating Committee and by the local College Joint Negotiating Committee.  

Salary will be DA6, £31,269 - £33,099 per annum pro rata (Actual Salary: £25,015 - £26,479 per annum)

A month's pay is 1/12th of the full annual salary.

Location

We have 3 campuses: Kingsway Campus which includes the Space, Gardyne Road Campus and Arbroath Campus.  Staff may be requested to work at any of the Dundee and Angus College campuses. Reimbursement is available for essential travel between campuses.  Please note that this post is based at our Kingsway and Arbroath Campuses.

Disclosure

Successful candidates will be required to complete a PVG Scheme Record under the Protection of Vulnerable Groups (PVG) (Scotland) Act 2007.  

Staff Development and Training

Dundee and Angus College is committed to the continuous development of its staff in order to meet strategic, operational and team objectives.  The College recognises that whatever post is held, there will be times when additional training and support may help staff continue to do their job effectively and to the quality standards required.

Staff will be expected to attend regularly, a variety of internally organised Continuous Professional Development and Staff Development events – ranging from generic training to curriculum development to legislative updates.  

Staff can also apply for external staff development programmes and courses providing the development is categorised as enhancing the needs of the College or Curriculum, as well as meeting personal development needs.
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