MIDLOTHIAN COUNCIL

Job SUMMARY


	JOB TITLE:  Auxiliary – Home Economics
	POST NO(S): 

	JOB PROFILE: Grade 2 - Care 1

	SECTION/UNIT: Schools

	SERVICE:  Education

	DIVISION:  Education & Children’s Services

	REPORTING TO: Principal Teacher

	REPONSIBLE FOR:  None

	JOB PURPOSE:
To provide auxiliary support for the Home Economics Department in the first instance and additional auxiliary assistance to the Support Staff when necessary.


	KEY OBJECTIVES
Setting up and putting away of sewing machines
Preparation of food for classes and demonstrations – eg washing up after demonstrations and measuring materials;

Ordering of Department resources eg food, textiles, stationary etc

Collecting food and fabric money from staff, counting it and taking to School Office;

Maintaining refrigerators and freezer and preparation of food for them;

Maintaining store cupboards and records of stock;

Checking inventories of equipment and books;

Washing tea towels/cloths/aprons and making them available for classes;

Preparing worksheets;

Answering the telephone;

Tidying generally throughout the Department

Helping Community Groups as required;

General filing and basic clerical work



	KNOWLEDGE
Evidence of competency in literacy and numeracy skills such as a minimum of three standard grades level 3 passes or above to include Mathematics and English or equivalent is essential.  SVQ 2 or equivalent is an acceptable alternative.

Some practical experience or demonstration of competency in the use of word processing and standard PC software packages. Demonstrable competency in keyboard and clerical skills; SVQ 2 or equivalent is an acceptable alternative. 



