

	Job title: Curriculum Support Assistant – Art & Design
Reporting to: Team Manager
Base: The Joseph Wright Centre

	Hours                               18.5 hours per week, 52 week per year
Contract Type                  Support
Holidays                           20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days pro rata
Salary                               £24,989 per annum, actual salary £12,495 per annum

	Job Purpose
To support the delivery of the Curriculum and effectively manage resources.

	Key Responsibilities
· To provide support for the teaching of creative subjects, ensuring a safe and healthy working environment is managed to a level appropriate to the curriculum area.
· To ensure the safe storage, preparation, transportation and disposal of chemicals and materials, including hazardous substances.
· To prepare for class practical activities and afterwards clean equipment.
· To contribute to the design, development and maintenance of specialist resources and provide professional guidance, assistance and support to lecturers on the practical aspects of the curriculum.
· To develop and maintain a strong working knowledge of departmental practical activities and work effectively with staff when developing new practical activities.
· To provide guidance and support, including aspects of health and safety, to learners undertaking independent practical work.
· To assist individual learners undertaking practical work.
· To develop, maintain and ensure the timely availability of resources.
· To work flexibly across the Creative Industries curriculum area.
· To monitor and maintain stock levels, update stock records and identify and plan for future requirements.
· To compile orders and liaise with suppliers and finance departments as/when required.
· To ensure equipment within the curriculum area’s remit is properly maintained and serviced.
· To ensure that quality standards are set, monitored and reviewed within the section.
· To take responsibility for ones own professional development and continually update as necessary.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.
· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.
· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.
· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures,
and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and
Data Protection.
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.


	Person Specification

	Competencies

Essential
· Good interpersonal skills
· Strong organisational skills
· Able to support students’ learning by having resources prepared and ready for delivery


	Knowledge & Experience 

Essential
· Able to demonstrate knowledge of the care/maintenance of specialist Art and Design equipment
· Extensive knowledge of Art and Design processes, with experience of working with a variety of materials in particular 3D and ceramics.
· Knowledge and experience of Health and Safety in a working environment, including knowledge of relevant legislation (for example: H&S at Work, PUWER regulations, COSHH, RIDDOR).
· Knowledge or experience of managing stock in a professional environment.

Desirable 
· Experience of technician work in a secondary school or college
· Experience of preparing practical activities at Level 2 and 3
· First Aid


	Qualifications - You are required to provide valid certificates as proof of all qualifications

Essential 
· Level 2 Maths and English (GCSE or equivalent)
· Level 3 qualification(s) or higher in an Arts related subject
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