	
	

	Job title
	Design Technology Technician

	
	

	Responsible to
	Head of Design Technology

	
	

	Purpose of Role
	· To prepare teaching materials within the Design Technology department

· To maintain appropriate equipment

· To manage stock 

· To assist staff within the department in carrying out their duties 

	
	

	Hours
	Part time or Full time can be considered 

	
	


Duties and responsibilities:
Preparation of Teaching Materials

1. Preparing materials for use in lessons and in project work (including bulk preparation for whole classes as well as individual cutting lists).
2. To be able to use industrial tools such as the circular saw, band saw, planer and lathe (training can be offered in this area for the right candidate).

3. Setting up, retrieving and cleaning away equipment at the beginning and end of lessons including checking materials and equipment before and after use by a class for quantity and damage.

4. To move items and equipment between classrooms and prep rooms where necessary.

5. Constructing and developing exemplars and resources for teaching processes.

6. Collating and troubleshooting student’s CAD files ready for laser cutting.
7. Laser cutting materials for staff and students.

Equipment Maintenance
8. Maintenance of prep room and classroom machines, laser cutter and classroom facilities. Updating log books and reporting of faults to the HOD and site team.
9. Ensuring all equipment and machines meet health and safety regulations and are regularly serviced.

10. Organising the storage of equipment and in accordance with health and safety regulations.

11. Disposing and arranging for the disposal of waste materials in accordance with established guidelines.
12. Carrying out risk assessments and advising staff on health and safety issues. To follow Health and safety guidelines as laid out in department and school policies.

Stock Management

13. Assisting the department in identifying equipment needs in consultation with teaching staff. Participating with the selection of new items of equipment.

14. Ensuring appropriate stock levels of equipment and materials are maintained, placing and processing orders (in line with the school policy and procedures) and checking deliveries liaising with the school’s finance department as necessary.
15. Monitoring and maintaining the booking system for departmental resources.

Other

16. To assist staff with demonstrations of practical techniques as required. 
17. To organise and maintain classroom and corridor displays and to assist with setting up displays for events such as open evening and moderation.
18. To support in other areas of the department (textiles and art) if required 

19. To carry out other duties and responsibilities as requested by the head of department that are commensurate with the grade and title of the post. 

ELTHORNE PARK HIGH SCHOOL
Design Technology Technician

Person Specification

Knowledge skills and Qualities

1. Ability to adhere to and implement the school’s equal opportunities policy.

2. Good organisational skills and ability to set up and follow administrative procedures and systems.

3. Experience of working with a range of materials.

4. Ability to carry out basic repairs to equipment or liase with other agencies when necessary.

5. Ability to communicate effectively with both staff and students.

6. Ability to work independently without close supervision.

7. Ability to work under pressure set priorities and meet deadlines.

8. Ability to organise and manage resources

9. Able to construct and develop equipment and apparatus (involving modification / manufacturing) for teaching purposes.

10. An ability to handle wood/metal/plastic and graphic materials with due regard to safety.

11. Knowledge of health and safety issues within a school Design Technology department.

12. A good attendance and health record.

· Education and Experience

13. A sound educational background with good literacy and numeracy skills.

14. Would have an approved workshop health & safety certificate (training can be offered in this area for the right candidate)

15. Either have or be willing to be trained in a First Aid qualification

16. Competence in the use of ICT

