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Job Description 
Job Title:

Senior Art Technician
Department:

Art
Accountable to:
Head of Art
Responsible for:
Art Technician
Purpose of the job:

To provide technical support to teaching staff and students primarily in the daily provision of materials.  
To maintain a highly organised workshop (and materials in cupboards) at all times to facilitate this provision.
To coordinate tidy and clean teaching areas, sinks and rubbish bins at the end of every day ready for timetabled lessons the following morning.
To redistribute materials to their correct area ready for use for the following morning.

To stock take, order and invoice materials.

To coordinate with the Head of Department with specific tasks e.g hanging of work, exhibitions, making of canvas’ etc.

Depending on candidate, to help students with specific processes e.g printing, photoshop, sculpture etc.
Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 850 pupils. There are around 500 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. In particular we aspire to the following standards of behaviour for the Stowe community. 
The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance.
Key Responsibilities and Accountabilities:
· To ensure efficient day to day running of the Art Department from an administrative perspective.
· To manage stock taking, ordering and invoicing of materials in conjunction HOD.
· To support colleagues in their teaching and preparation of lessons.
· To sufficiently task other support staff to ensure productivity on a day to day basis.

Key Tasks:
1 To prepare, provide and return tools, general equipment and materials as necessary to enable staff and students to function effectively and efficiently on a daily basis. 
2 To order materials and manage invoices in conjunction with Head of Department/ Finance.
3 To ensure that all workshop and practical areas, tools, equipment, art materials and IT hardware are kept in an operable and safe manner and ready for use by staff and students. All materials to be kept in their correctly labelled areas at all times.

4 To set up specialist materials as required by teachers for class demonstration or student use.
5 To work alongside teachers and pupils during art activities to aid student progress as and when required.
6 To advise the Head of Department on the state of materials and other stocks and undertake inventory checks.  To liaise closely with SP in the redistribution of new materials into the correct areas.
7 To carry out such other duties as reasonably fall within the purview of this post as designated by the Head of Department.

8 To assist pupils on specific tasks as requested by the Head of Department.

9 To be responsible for ensuring the safe and ordered organisation of the material store.
10 To liaise with works/estates/IT departments on specific tasks. 
11 To implement regular reviews of Departmental procedures and systems to accommodate best practice and value.

12 To facilitate - with the direction of the Head of Department - additional extra curriculum activities for pupils on a termly basis.
13 To manage and instruct Art technician/ Cleaning staff on day to day tasks.
Health and Safety:

1 To ensure adherence to statutory Health and Safety and Data Protection Legislation at all times.

2 To read and action any literature provided to ensure awareness of hazards that may be encountered.

3 To post out to staff any noticed hazard with particular equipment and areas.

4 To help ensure that pupils, students, visitors and support staff are not exposed to hazards.

5 To provide suitable warnings on any potential hazard especially where this is not immediately obvious.
6 To ensure the Department is operating within the current Covid-19 regulations as advised by the Government/ School Health, Safety & Compliance Manager.

7 To complete Risk Assessments and Health & Safety policies where applicable in liaison with the Head of Department and Health, Safety & Compliance Manager. 
This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.

Date agreed: Sept 2020
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· Post 16 Qualifications
· Graduate or equivalent


	An Honours degree or relevant tertiary qualification in a related field to Fine Art.


	Specialist Skills & Experience
	Experience with providing  technical support in Schools/Collages

Experience organising and running workshops. 

An ability to instruct students on the correct use of equipment

A good understanding of the use of ICT in the workplace.

	Up to date knowledge of Photoshop
Have worked in an educational environment previously

Line Management experience

	Personal Qualities
	Ability to work in a team
Ability to respond quickly and politely to requests from teaching staff

The ability to self-motivate and work independently when required

Hard working and flexible approach to contracted hours which may include weekend working

Good humour


	An interest in practical work and design/engineering
Passion for design and teaching of fundamentals to students

An understanding of the current remit of Design and Technology teaching and the importance of instilling this in Stoics. 
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