CHURCH OF ENGLAND HIGH SCHOOL

gTRINITY

Job Description for the Post of:
Technician for the Design Technology - Engineering and Food Department

Introduction

Job descriptions have been written to help produce an effective school. They are written statements
of what the jobs involve, what staff are expected to do, and the responsibilities involved in the jobs.
They provide a basic framework for discharging professional and managerial responsibilities. These
basic frameworks provide a means by which job-holders and persons assuming the responsibility for
the job-holders can mutually discuss the nature of the job.

Job descriptions also allow others in the school to understand what the jobs entail. They are not
meant to be static or exclusive; rather, the nature of a school environment means that flexibility in
jobs is desirable and inevitable. The spirit in which jobs are performed is essential to an effective
school.

Responsible To:

To be responsible to the Head through the Head of Department.

Main Purpose of Job:

The role of the Engineering Technician is to support the smooth running of the Engineering and Food
Department, including preparing materials and specialist technical support and maintaining
equipment and tools to ensure the teaching environment is kept to a high standard.

This job description is not intended to be a complete list of duties and responsibilities but indicates
the significant requirements of the post. It may be amended at a future time to account for the
Department's developing needs. The postholder will undertake any other duties at the request of
the Head appropriate to the remit.

Main Tasks

1. To ensure the safety and wellbeing of all students and to report any safeguarding or child
protection concerns through the school's reporting procedures. To contribute to the safety
and wellbeing of colleagues.

2. Act as point of contact for Engineering support, assisting in providing advice or training to staff
and students on the use of systems and general equipment as well as software packages,
producing and maintaining user guides and manuals in consultation with other staff if
required, within the area.

3. To prepare materials and equipment for lessons and projects, including preparing demonstration
materials and resources and stocking classrooms with consumable items.

4.  To assist with the day-to-day organization within the Engineering Department.

5.  Toshare in the responsibility for security in the Department.

6. To maintain and carry out regular maintenance tasks of all machines and equipment in all
teaching workshops, prep rooms, and CAD/CAM rooms to ensure safety and reliability in
compliance with current Health and Safety regulations. This will include cleaning, oiling,
sharpening, removing dust, minor repairs, and checking test equipment such as multimeters.
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Carry out weekly, termly, and annual Health and Safety checks on all equipment and
machinery.

To maintain all necessary safety signs adjacent to machinery and maintain a record of all
equipment checks.

To assist with the maintenance of general school equipment as appropriate.

To liaise with the site manager to ensure that LEV, Equipment maintenance, and PAT testing
is completed annually and to maintain a record of such checks to be available on request.

To assist teaching staff in ordering resources, receiving incoming goods, checking delivery
notes, storing materials and confirming invoices.

To assist with stock control and maintain the good order and organisation of the workshop
and its storage facilities.

To control, take stock and safely store all chemicals, flammables and specialised solutions,
ensuring that current Health and Safety, COSHH and HSE regulations are adhered to.

Keep sinks and worktops clean; maintain PPE in a serviceable condition; Ensure all equipment
is accounted for, in the correct place and replaced where necessary, keep stock rooms and
tool rooms clean, tidy and orderly.

To undertake photocopying as required, including preparing teaching material, booklets,
photocopying and laminating for staff and students.

To be aware of current Health and Safety regulations, BS4163 and assist in producing Risk and
COSHH assessments.

To be aware of, and to comply with, all departmental/school instructions and procedures
relating to health and safety at work.

Undertake general health and safety, supervision of small student groups using equipment
and working in a practical setting, ensuring safe working methods as per departmental policy
and BS4163.

Keep abreast of the latest technology and best practices to ensure excellent service is
consistently delivered. Take responsibility for own professional development, continually
keeping updated about new initiatives in Technology/Engineering.

To provide in-class support to individual students, as requested by the teacher-in-charge.

Provide PCB etching demonstrations and observe small groups of students working safely
when carrying out their PCB etching. (Training will be provided to the successful candidate).

To prepare displays and practical materials and equipment for Parents'/Open Evenings and
refresh and display items of work around the Department, as and when requested.

To assist teaching staff in promoting and raising the profile of the Engineering Department.

To assist in commissioning equipment for use in Computer-Aided Design, Engineering and
Manufacture in the Engineering Department.

Carry out waste removal regarding packaging materials, general department waste and
students' work following Trinity High School recycling policy and data protection.

To undertake other duties as required in line with the grade and responsibilities of the post.
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