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JOB DESCRIPTION

Position:


Art Technician
Responsible to:

Head of Art Department
GENERAL
The Art Technician works in a busy and popular Art Department. This is a part-time post of 20 hours per week, timetabled according to the requirements of the Department, term time only based on 36 weeks per year plus payment equivalent to 4 weeks paid holiday in each 12-month period of employment.  

The Art Department has 3 large studios and two dark rooms; there is also a sculpture room, a kiln room and a resources room. 

GENERAL TASKS
In general terms, the Art Technician assists in the smooth running of the Art Department and is someone who enjoys preparing resources/art materials required for Art practical sessions (including for GCSE, AS and A-level examination purposes), repairing and maintaining art equipment and resources. The Art Technician is responsible to the Head of Art.

SPECIFIC TASKS
The specific tasks of the Art Technician are to:

· Prepare materials and resources as requested by the Art teaching staff, and make sure they are returned clean and in working order to the appropriate stores after use

· Maintain the Art studios and dark-rooms in a clean, safe and orderly fashion

· Ensure that Art and Photography equipment is regularly checked and maintained, and appropriate stocks of resources, including stationery, are maintained.  This will be co-ordinated with Head of Art at the end of the Summer Term.

· Set up practical lessons when required and clear away.
· Periodically clean out cupboards and drawers and maintain the inventory of Art resources

· Discuss with the Head of Art equipment and resources needing replacement and make the orders as agreed

· Attend training of teaching staff where appropriate in the use new equipment (e.g. digital cameras/new ICT equipment, etc.)

· Assist in carrying out Risk Assessments and maintaining the highest standards of Health and Safety in the Art studios, dark-rooms and kiln area and when using step ladders to access materials and to set up exhibitions

· Load, fire and unload the kiln as required.

· Frame, mount and display work in the department and in other areas of the school as required

· Keep check of Art Department, Library, update catalogue and notify Head of Art of overdue books

· Make termly stock check of ‘Art Shop’ stock

· Assist in annual stock order

· Assist in clearing away at end of practical lessons where appropriate.  This will be particularly important when groups are using clay or printing, and are ‘back-to-back’ on the time-table

· Assist in arranging and mounting the annual exhibitions in liaison with the Art staff

· Assist in taking down exam work after exhibitions and storing it safely, under lock and key where possible.

The Maynard School reserves the right to vary the detail of this job description from time to time, subject to consultation.
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