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[bookmark: _Hlk204177641]JOB DESCRIPTION 
Post Title:	Creative Studies Technician
Salary:	Band 5, SCP 4 to 6
Hours of Work:	22hrs per week
[bookmark: _Hlk204262793]Working pattern: 	TTO plus 4 days
Post Status:	Permanent 
Disclosure level:	Enhanced
Responsible to:	Director of Faculty

Role Overview
This role supports teaching across all creative subjects by preparing materials, maintaining equipment and ensuring safe, well-organised learning environments. This includes providing technical support in lessons, managing resources and stock, assisting with administration, and supporting enrichment activities and school events.

Responsibilities
· Prepare, organise and maintain materials, resources and equipment to support effective teaching across all Creative subjects.
· Set up practical lessons and ensure the maintenance and storage of specialist machinery, tools and equipment.
· Provide technical support during lessons, assisting teaching staff and guiding students in the safe and effective use of equipment and practical techniques.
· Produce learning resources, templates and equipment to support practical activities, ensuring suitability and safety.
· Monitor stock levels and manage departmental inventories across subject areas, including ordering supplies within budget, checking deliveries and liaising with suppliers.
· Organise and maintain storage areas, including the rotation of consumables.
· Ensure all workspaces, including workshops, studios and food rooms, are clean, well-organised and compliant with health and safety standards.
· Promote and enforce safe working practices, ensuring staff and students follow relevant health and safety procedures and reporting hazards promptly.
· Handle, store and dispose of hazardous materials safely in line with COSHH regulations and school health and safety procedures.
· Maintain accurate records of equipment and materials, undertaking regular audits and supporting efficient resource management.
· Undertake general administrative tasks, including photocopying, laminating and supporting coursework administration.
· Contribute to lesson planning and the development of departmental resources, systems and procedures.
· Liaise with teaching staff to support specific projects. 
· Support the display and presentation of student work.
· Support enrichment and extracurricular activities and whole-school initiatives.
· Act as a First Aider where trained and required.
· Undertake any other duties appropriate to the role as directed by the Director of Faculty or Head of School.


PERSON SPECIFICATION – Creative Studies Technician
	
	Ess
	Des
	MOA

	KNOWLEDGE/QUALIFICATIONS
	
	
	

	Good standard of education (e.g. including English and Maths)
	*
	
	A/C

	Relevant qualification or training in a creative subject 
	
	*
	A/C

	Knowledge of health and safety legislation, including COSHH
	*
	
	A/I

	First Aid qualification or willingness to undertake training
	*
	
	D

	EXPERIENCE
	
	
	

	Experience of working in a school, workshop, studio or similar practical environment
	
	*
	A/I/R

	Experience of preparing and maintaining equipment and resources
	*
	
	A/I/R

	Experience of stock control, ordering and inventory management
	*
	
	A/I

	Experience supporting teaching, training or supervising young people
	
	*
	A/I

	Experience of working with health and safety procedures in a practical setting
	*
	
	A/I

	Experience of general administrative tasks (e.g. photocopying, record keeping)
	*
	
	A/I

	SKILLS 
	
	
	

	Strong organisational skills with the ability to prioritise workload effectively
	*
	
	A/I

	Practical and technical skills relevant to creative subjects (e.g. use of tools, machinery, materials)
	*
	
	A/I

	ICT skills, and ability to maintain accurate records and manage resources efficiently
	*
	
	A/I

	Good communication skills to work effectively with staff, students and external contacts
	*
	
	I

	Ability to support and guide students safely in practical activities
	*
	
	I

	Problem-solving skills and ability to carry out minor repairs or adapt resources
	*
	
	I

	BEHAVIOUR AND OTHER RELATED CHARACTERISTICS
	
	
	

	Strong awareness of health and safety and a commitment to safe working practices
	*
	
	A/I/R

	Ability to work flexibly and respond to changing priorities (e.g. lesson cover, urgent requests)
	*
	
	I

	Proactive, reliable and able to work independently as well as part of a team
	*
	
	I/R

	Professional, positive and approachable manner when working with staff and students
	*
	
	I/R

	Commitment to continuing own professional development
	*
	
	A/I

	Commitment to safeguarding and promoting the welfare of children
	*
	
	A/I



	Key:
A = Application               C = Certificate
I = Interview                     R = Reference



N.B.  We will require an enhanced DBS check for the successful candidate.




[bookmark: _Hlk204177991]Carlton Academy Trust has adopted the principles of Safer Recruitment and will safeguard and promote the welfare of children and young people and expects all staff and volunteers to do the same.  Successful applicants will be required to undertake an enhanced Disclosure and Barring Service check and subscribe to the DBS update service.
Carlton Academy Trust is an equal opportunities employer.
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