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Job Description
3D Design Technician
Reports to:
Deputy Faculty Leader - Arts
Pay Scale:
Points 8 - 10 (£25,330 - £26,666)
 (Entry will normally be at the first point of the scale unless significant relevant experience is demonstrated)
Hours of Work:
Full-time, full-year, 37 hours per week 

8.30-4.45 Monday to Thursday and Friday 8.30– 4.15 with 45 minutes for lunch (unpaid) - some flexibility may be required.
 ___________________________________________________________________________________________
Key purpose of role:

The primary purpose of this role is to work with the Art and Design staff to provide an effective and efficient 3D Design technical service. They will also provide technician support to the Art Team across any of the endorsements such as Fine Art, or Interior Design as required in the same manner.
In addition, the postholder will have a responsibility for supporting the wider promotion of the Arts at EN including the support and delivery of college holiday activities for school-aged children in conjunction with the Schools and Community Champion and exhibitions of student work in and out of college.
___________________________________________________________________________________________
Main Responsibilities: 
Supporting teaching and learning
1. Assist teaching staff with the preparation and assembly of equipment and materials for class work, ensuring the safe operation of classroom equipment, by adhering to training and advised practice, updating and undertaking new training as required and as new apparatus, equipment and materials are purchased. 
2. Assist and advise students with the choice of and use of relevant materials and equipment including craft, model and mould making for example using wood, acrylic, plaster, resin or other materials as required.

3. Assist students with the use of equipment in the 3D Workshop where necessary including supporting the use of the Band Saw, Mortiser, Lathe, Disc Sander etc
4. Support the use of IT software as required 
5. Invigilate tests and exams as required by the Faculty Leader/Deputy Faculty Leader.
Preparing and maintaining learning environments

6. Construct appropriate apparatus and equipment and simple storage facilities as required.
7. Clear away apparatus and materials at the end of practical sessions, cleaning and clearing bench surfaces and fittings, ensuring the water taps are turned off, electrical connections and other services are left in a safe condition.
8. Clean apparatus and return it and unused materials to the correct storage areas.
9. Maintain fittings and equipment in a serviceable, safe condition, undertaking minor repairs where trained and competent to do so.
10. Maintain awareness of relevant, current regulations on Health and Safety and contribute to curriculum team annual health and safety management processes by reviewing, revising, updating and where appropriate, helping draft new risk assessment and CoSHH assessment and procedure documents.
11. Maintain an up-to-date knowledge of developments in the work performed.
Exhibitions and Faculty Promotion

12. Assist with the display and exhibition of artwork throughout the College including undertaking activities such as quality assuring and painting white boards for the exhibitions. 
13. Work with other members of the Faculty to prepare for, staging, and demounting Art Exhibitions including the annual Art and Design Exhibitions for Level 3 and Level 4 and ad hoc exhibitions as necessary, including supporting the transportation of artworks to other locations and being part of the supervisory team looking after those pieces offsite.
14. Work with the Faculty Leader/Deputy Faculty Leader to continually seek opportunities to display and promote the Faculty of the Arts in schools and in and around the local area, across Norfolk and Suffolk and more widely, including promoting the work online as well as offline.

Holiday clubs and activities

15. Organise and deliver holiday activity clubs and after college-activities for children in local schools to increase interest and aspiration for careers in Art and Engineering offered where required including supervising and working with other staff to supervise activities.
16. Organising and delivering workshops for adults or other interested community groups as necessary after college for which TOIL will be given.
17. Carry out any other reasonable duties as directed.
__________________________________________________________________________________________
All employees have a duty for safeguarding and promoting the welfare of children and young persons. Staff must be aware of the College’s procedures for raising concerns about children's welfare and must report any concerns to the Designated Person (Assistant Principal) immediately. Staff must also ensure they attend the appropriate level of safeguarding children training identified by the College as relevant to their role.
__________________________________________________________________________________________
The post holder will also: 

1. Contribute to the College’s Quality Assurance processes as required.
2. Participate in the College’s Staff Appraisal Scheme as required and attend training and development as appropriate to the role.
3. Work within the guidelines and policy and procedure requirements laid down by College policies in such matters as Safeguarding and Equality and Diversity.
4. Demonstrate positive behaviours and day to day commitment to the College’s Core values of Excellence, Care and Community. 

5. Demonstrate commitment to own continuous professional and personal development.

6. The post holder will be required to carry out such reasonable additional duties as may from time to time be determined by their manager or College Principal.
7. This job specification is subject to annual review by the line manager and Principal. Any changes in substance or interpretation will be implemented after consultation with the post holder.
Health and Safety Responsibilities of all staff:

1. Under the Health and Safety at Work etc Act 1974 it is the responsibility of all individual employees to take care of their own health and safety at work, and that of others who may be affected by their acts or omissions at work. This includes co-operating with management in complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.

2. Report any incidents, accidents and near hits to line manager/First Aid Lead & Welfare Co-ordinator in accordance with College Policy.

3. Ensure that personal protective equipment (PPE) provided for their safety is maintained and used appropriately and that any problems are reported immediately to their line manager.

4. Report any health concerns to line manager, First Aid Lead & Welfare Co-ordinator or HR Manager which may be work related or which may affect their ability to do their job safely.

5. Attend all statutory and essential H&S training as designated by the College’s First Aid Lead & Welfare Co-ordinator and their line manager. 

6. Comply with departmental H&S procedures relevant to their particular department and systems of work including emergency procedures.
	Signed (postholder)
	

	Date
	


PERSON SPECIFICATION: 3D DESIGN TECHNICIAN
	CRITERIA                                            



	ESSENTIAL
	DESIRABLE
	Assessed

 From:

	QUALIFICATIONS
	At least 5 GCSE grades at C and above including English and Maths or equivalent at level 2

At least one Art or Media qualification at Level 3 (A level or BTEC)


	Art Foundation

A degree in 3D design (or related degrees)

H&S qualifications


	Application

Certificates

	KNOWLEDGE/

UNDERSTANDING
	Understanding of different materials and their functions and constraints

Understanding of H&S including COSHH assessments

Competent use of Microsoft Office and willingness to learn IT software if necessary and relevant to the role.
	Able to demonstrate understanding of the principles of Safeguarding and Equality and Diversity as relevant to needs of post
	Application Interview

Test

References

	EXPERIENCE
	Work-related or volunteering hands-on experience for example in an Art or Engineering environment such as, but not limited to, craft or model making using wood products or acrylic.

	
	Application

Interview

Test

References

	SKILLS/ABILITIES
	Good making and dexterity skills 

Good interpersonal and organisational skills

Ability to work to a deadline and prioritise tasks. Attention to detail

Ability to work using own initiative and to problem-solve

Ability to remain calm under pressure
	
	Application

Interview

References

	ATTRIBUTES
	Fit to undertake the requirements of the role 

Discreet, mature approach, confidential, resourceful and flexible

Treats others with respect

Approachable and friendly; creates a positive ethos
	
	Interview

References
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