	
	POST:

	Art Technician


	GRADE:

	Support Scale 5, Point 22

	SALARY:

	On a point within the range.  Salaries are reviewed annually.


	DATE:

	June 2025

	RESPONSIBLE TO:
	Curriculum Lead
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Organisation and Care of Studios 
  
· Co-ordinating of Art technicians and assisting teaching staff to keep all areas of the Art accommodation in a clean, tidy and well-organised state, with particular attention to Health and Safety. 
· Co-ordination of all Studio and Workshop facilities within the department in relation to equipment, resources – Maintaining and repair of specialist equipment. 
· Safe storage of students work in line with JCQ guidance.
· Attendance of department meetings. 
· Organising the display of work within the department and whole College campus. 
· Preparing, setting up, clearing away equipment and materials for lessons, demonstrations, students’ practical work and examinations. 
· Supervise open studio – for students participating in blended learning. Supplying materials equipment and support for individual students. Ensure learners are carrying out blended learning using safe techniques and PPE where required. 
· Liaising with technical engineers to ensure equipment is functioning and in a safe condition. 
  
Purchase and Control of Equipment and Materials 
  
· Management of basic stock, materials and budget. 
· Placing Orders on Business World and updating departmental budget spreadsheets.
· Contributing to departmental budgetary targets, liaising and networking with suppliers to secure competitive prices.
· Carrying out periodic stock and inventory checks and updating as required for audit purposes. 
· Placing orders for replacement and new items in consultation with the Art Course Leaders. 
· Making occasional purchases on petty cash or collecting materials which are reasonably required. 
· Selling materials to students and keeping appropriate records of sales. 
· Taking delivery of equipment and materials and updating stock lists, index and inventory. 
· Checking all storage areas for the correct allocation and security of equipment and materials. Including marked and exam work. 
· Loans System – operation of loans scanning out/in of materials ,equipment and laptops to individual students and Staff to facilitate lessons and independent learning in open studio time. 
  
Maintenance of Equipment and Materials 
  
· Issuing equipment, materials and books to students and staff. 
· Demonstration and assistance to members of staff and students, in workshops and on individual basis in the use of apparatus and equipment, materials and processes.
· Simple construction, maintenance, repair and servicing of equipment and tools, and where necessary, arranging of repairs, including PAT testing (full training given) 
· Managing the development of new equipment and resources. 
· Managing the safe disposal of surplus and redundant equipment. 
  
Health and Safety 
  
· Undertaking, and maintaining records of regular safety checks on equipment, tools and materials used to ensure they comply with Health and Safety Regulations and requirements. 
· Specific responsibility for data sheet upkeep and COSHH assessment of materials, chemicals and equipment.
· Maintain First Aid Box in area of responsibility if a qualified First Aider. 
· PAT Testing. 
· Creating risk assessments for the studio spaces as well as high risk activities.
· Keeping risk assessments up to date.
  
Other Support 
  
· Assisting staff with general clerical duties and with the maintenance of records for the Section. 
· Maintaining a collection of current catalogues. 
· Assisting with the preparation, running and clearing of exhibitions and open evenings. Liaising with outside agencies to arrange exhibitions. Ordering exhibition materials and equipment. Curating exhibitions and liaising with individual students for individual needs and expectations. 
· Life Drawing – Liaising with life models to book their time to meet timetable requirements.  
· Collection of ex-student work currently archived- organise the emailing/mailing of student to advise on the collection of work and booking appointments for collections.  
· Liaise with students/parents to book appointment. Retrieve archived work and make ready for collection. 
· Weekly departmental meeting – take notes and write up for departmental email.
· Weekly technician meeting - liaise to discuss job work loan schedule for allocation according to Creative helpdesk system
· Covering lessons in the event of staff sickness.

This job description is current at the date shown but in consultation with the postholder it is liable to variation to reflect or anticipate changes related to the job.
	
Signature of postholder:
	
______________________________
	
Date
	
_________________




























PERSON SPECIFICATION

	JOB TITLE:  Art Technician
	



	
	
ESSENTIAL

	
DESIRABLE

	EDUCATIONAL QUALIFICATIONS / ATTAINMENTS
	Degree or equivalent professional qualification in relevant subject area

Or 

Equivalent industry experience

	Information Technology qualification(s)

	EXPERIENCE REQUIRED
	Experience in supporting teaching and learning through technical support
Experience of managing stock and resources

	Prior co-ordinator/supervisor experience

	SPECIAL KNOWLEDGE OR TRAINING
	Specialist knowledge of one or more of the following areas:
Art and Design
Photography
Media

	Industry knowledge

	ABILITIES, SKILLS & PERSONAL QUALITIES
	Flexibility
Effective communication skills
Effective team player
Evidence of working towards and achieving personal targets
Good administrative and organisational skills
Able to meet tight deadlines
Able to handle pressure and a range of demands
Supportive and positive approach toworking with learners
Ability or willingness to use Information Learning Technology and other IT applications

	

	RELATIONSHIPS
	Excellent interpersonal skills
Able to relate well to learners of all abilities and to assess learner needs
Able to work well with colleagues

	

	MOTIVATION
	Empathy with and strong commitment to meeting the needs of individual students
Commitment to take part in staff development and training
Commitment to the mission and values of the College

	

	SPECIAL CIRCUMSTANCES
	
	Midas Licence
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