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	Herschel Grammar/Beechwood School
Job Description – Design and Technology Technician


	Responsible to:                 
	Head of Technology Faculty

	Main purpose of the job

	Assist in ensuring a safe, effective and efficient technical service is provided to support the Design and Technology department and its curriculum.
Provide technical advice and assistance in the classroom to support students and assist teaching staff with learning activities.


	Key Responsibilities

	· Establish and maintain good relationships with all students, parents/carers, colleagues and other professionals 
· Assist Line Manager in the promotion and observance of a healthy and safe working environment 
· Assist Line Manager in ensuring the safe and effective operation and use of machinery, equipment, tools, materials, resources and software (e.g. CAD/CAM) 
· Assist Head of Department with the carrying out of Risk Assessments including on a variety of equipment and processes 
· Ensure that Design and Technology Department staff are aware and comply with all Health & Safety requirements and other relevant regulations e.g. COSHH 
· Contribute to the development and organisation of facilities, equipment, tools and resources to support the teaching of the curriculum 
· Ensure that equipment is in good working order and that workshops, preparation areas and storerooms are in a clean, secure, safe and orderly condition 
· Undertake cleaning tasks as required in order to ensure the above point 
· Check and empty dust extractors on a regular basis 
· Prepare, distribute and then clear away equipment, solutions / solvents and materials as required within the Design and Technology Department 
· Carry out both routine and non-routine checking, cleaning, maintenance, testing and repairing of equipment to the required standard as appropriate 
· Prepare classrooms and workshops for lessons / practical activities / demonstrations 
· Prepare equipment, tools, materials, and resources as required, including laser cutting and 3D printing
 (training will be provided where required)
· Construct, where possible, general Design and Technology manufacturing aids
· Research the availability of suitable equipment, tools, materials, and resources, and suggest alternatives for suitability and economy to Line Manager 
· Provide technical advice and support in the classroom e.g. with demonstrations, practical activities and resources
· Under the direction of Line Manager, dispose safely of workshop waste and deal safely with spillages / breakages following regulations 
· Assist in putting in place requirements for practical school and public examinations
· Put up and maintain appropriate classroom and corridor displays within the Design and Technology Department and the school 
· Provide technical assistance to students, either individually when they are carrying out activities, investigations or projects, or in-class assisting or advising students and staff on the practical aspects of the curriculum 
· Assist in stock control, compiling purchase orders and maintaining appropriate records 

Administrative 
· Ensure that all administrative duties, checks and documentation are completed to the required level of accuracy including photocopying, filling and returns 
· Assist in completing equipment and stock inventories as required 

General 
· To attend relevant meetings and training sessions 
· To undertake first aid training and responsibilities as required



	Confidentiality

	
During the course of your employment you may see, hear or have access to, information on matters of a confidential nature relating to the work of Herschel Grammar and Beechwood Schools or to the health and personal affairs of students and staff.  Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation.  


	Data Protection

	
During the course of your employment you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 2018 (DPA 2018).


	Safeguarding Children

	
In accordance with the School’s commitment to follow and adhere to the Department for Education’s guidance entitled “Working together to Safeguard Children” and “Keeping Children Safe in Education”, (updated annually) and all other relevant guidance and legislation in respect of safeguarding children, you are required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the School.  You will also be required to have satisfactory Enhanced DBS clearance.


	Health and Safety

	
You are required to comply with the school’s Health and Safety policy at all times.
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