SAINT WILFRID’S CHURCH OF ENGLAND HIGH SCHOOL AND TECHNOLOGY COLLEGE

	Name
	
	

	Post Title
	
	Design & Technology Technical Support for Food & Textiles & Adminstration


	Reporting to:
	
	Learning Area Coordinator – Design & Technology


	Responsible for:
	
	

	Liaising with:
	
	All Staff/parents/students

	
	
	

	Working Time:
	
	Full time, term time + one week

	
	
	

	Salary/Grade:
	
	APT&C points 9-13

	
	
	

	Disclosure level
	
	Enhanced

	School Mission
	
	To strive to achieve perfection in everything reflecting the School's Mission Statement.

To contribute fully to the school achieving its main purpose as highlighted in the Mission Statement.

To promote the School's aims, ethos and Technology College Vision Statement.

To promote the School and its mission to parent, staff and the wider community.

To contribute fully to the worship life of the School.

To encourage all members of the School's family to participate in all aspects of school life by personal example

To foster a caring, supportive working environment

To plan, implement, monitor and review the work for which responsible and the resources employed, in accordance with school policies.

To foster good relationships with parents.

To promote the image of the school on all occasions.

To acknowledge and act upon the necessity for personal professional development.

To participate in regular performance review.

	Core Requirements
	
	In fulfilling the requirements of the post, the Design & Technology Technical Support & Administration Assistant  will demonstrate essential professional characteristics, and in particular will:

To inspire trust and confidence in pupils and colleagues

To engage and motivate pupils

To demonstrate analytical thinking

To improve the quality of pupils’ learning
To operate at all times within stated policies and practices of the school

To contribute to the corporate life of the school through effective participation in meetings and management systems necessary to coordinate the management of the school

To take responsibility for their own professional development and duties in relation to school policies and practices

To liaise effectively with parents and external agencies

To take on any additional responsibilities which might from time to time be determined as necessary.


	Purpose:
	
	To work within Design & Technology:-
(i) Preparation & display of teaching and learning materials in Design & Technology

(ii) Work under the direction of the Learning Area Manager to create the effective and efficient deployment of learning area resources

(iii) Contributing to learning environments which are vibrant and celebrates the achievement of our students.



	Operational Activities


	
	· Ability to work with and train staff 
· Ability to work both as part of a team and under own initiative

· Ability to work to and meet deadlines

· To be IT literate, with experience using Microsoft Word, Excel, Publisher and Powerpoint, along with email and internet systems.

· Have a commitment in furthering personal IT skills and developing the school’s Learning Platform.

· To be responsible for the display work within the allocated learning area teaching rooms.

· To assist in the administration within allocated learning areas

· Resource assistant for Food and Textiles

· Be able to drive a car for shopping in Food technology.
· Maintain sewing machines in Textiles

· Washing/hygiene every day in Food

· Support lessons by preparing resources

· Display work across D&T

· Assist at the end of busy practical lessons to ensure the rooms are ready for the next session

· Good level of literacy and ICT

· Be able to support Learning Area Coordinator with day to day running of the area

· Develop resources on the VLE



	Support for the School
	
	To work as part of a team and support the roles of other team members

To contribute to the overall work and ethos of the school 
To attend and participate in meetings as required

To assist with the supervision of pupils out of lesson time



	Staffing

Staff Development:


	
	To undertake personal development and improve own practice through training, observation, evaluation and discussion with colleagues and use this to support others.

	Quality Assurance:


	
	To engage in the School’s procedures for quality assurance and self evaluation



	Management Information:
	
	To fully utilise agreed systems for recording and documenting pupil attendance


	Communications:
	
	To have excellent communication skills and be ICT literate.


	Pastoral System:
	
	To be aware of, and comply with, policies relating to child protection, health and safety, confidentiality and data protection.


	

	Other Specific Duties:
· To support the school in meeting its legal requirements for worship.

· To promote actively the school’s corporate policies. 

· To continue personal development as agreed.

· To actively engage in the staff review and development process.
· To undertake any other duty required that is reasonable within the NJC guidelines.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.



	Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.


Signed………………………………………Date……………………………

Signed……………………………………….Headteacher      Date………………………… 

