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PART TIME ROLE OF ART AND DESIGN TECHNICIAN 
 

JOB DESCRIPTION 
Key Responsibilities: 
 
1. To be part of a team within the Faculty of Art and Creative Technologies but also to be 

capable of working independently and organising daily tasks with a flexible approach. 
 
2. To attend regular meetings with the Art & Creative Technologies Faculty. 
 
3. To prepare apparatus for lessons, clubs when required. 
 
4. To trial practical activities if required. 
 
5. To clean and tidy away apparatus and to ensure that the classrooms are prepared for the 

next lesson. 
 
6. To assist teachers during practical activities in lessons, such as supervision of small group 

work, when required. 
 
7. To clean up spillages and apparatus when required. 

 
8. To maintain order and organisation of the resource bases and studios. To ensure each 

teaching room is tidy and clean, including the cleaning of sinks, draining boards and the 
tidying of bookshelves.   

 
9. To prepare and fire ceramic work and ensure safe use of clay, glazes, oxides and the kiln. 
 
10. To clean equipment on a regular basis and undertake any essential repairs 
 
11. To support Head of Faculty in maintaining an inventory of equipment and resources and for 

maintaining apparatus.  To order equipment in consultation with the Head of Faculty. 
 
12. To ensure Health and Safety knowledge is kept up to date and to attend regular courses on 

Health and Safety. To report all Health and Safety hazards to the Head of Faculty 
 

13. To provide technical support in the preparation of and during audio-visual activities. 
 
14. To have responsibility for local purchases of consumables. 

 
15. To ensure all tools and equipment are stored securely after use. 

 
16. To ensure all students’ work and unused material is returned to the appropriate storage 

area. 
 

17. To assist in preparing exhibition, classroom and corridor displays. 
 

18. Construction of frames for paintings, armatures for sculptures, stretchers for canvas 
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19. Assisting with the hanging of exhibitions; liaison with Estate Facilities staff for larger jobs 
that require assistance 

 
20. To carry out other tasks reasonably requested by Head of Faculty or the Head, in 

accordance with the post holder’s skills and qualifications. 
 

Responsibilities 
 
To the School: 
 
1. To become familiar with and practice school policies, in particular those relating to Health 

and Safety, Confidentiality and Child Protection.  
 
2. To maintain high personal standards of punctuality and appearance. 
 
3. To help to create and promote an image of the school which is in accordance with its aims. 
 
4. To seek the Head’s authorisation for any anticipated absence from school; to give as much 

notice as possible of unavoidable absence through sickness. 
 
5. To attend all relevant meetings with colleagues. 
 
6. To participate in all aspects of staff development as outlined in the Staff Development 

Policy. 
 

To the Students: 

 
1. To be responsible to the Head and on a daily basis to the Head of the Faculty of Art & 

Creative Technologies. 
 
2. To undertake relevant training in First Aid and minor injuries. 
 
To the Staff: 
 

1. To work with other staff to maintain effective communication systems, particularly 
between the Staff, Parents and Students. 
 

The school is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share this commitment. 
 
Further details of duties, responsibilities and procedures can be obtained from the Staff 
Handbook. 
 
Addendum 
 
1. The above responsibilities are subject to the general duties and responsibilities 

contained in the contract of employment. 
2. This job description allocates duties and responsibilities but does not direct the 

particular amount of time to be spent on carrying them out and no part of it may be so 
construed. 

3. This job description is not necessarily a comprehensive definition of the post.   It will be 
reviewed as appropriate and it may be subject to modification or amendment at any 
time after consultation with the holder of the post. 


