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AES Job Description – Professional Support Staff



	Name:	 
	Team: 			Arts Department	


	Post: 			Arts Technician

	Scale:			Scale 3 Point 6-7
Point:		


	Date appointed to 
post: 
	Date appointed to 
school: 


	Senior Line Manager:  Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  	n/a
	Hours:  		20 Hours p/w term time
			and 3 Training Days
  

	Line Manager:
	Head of Arts


	Job purpose:  
To provide practical, technical and administrative support to teaching staff and students within the Creative Arts Department, supporting the delivery of high-quality teaching and learning in Art, Music and Drama. The postholder will ensure that materials, equipment and learning environments are prepared, maintained and organised effectively to support curriculum delivery and enrichment activities.

	Key Responsibilities:

General Technical Support
· Prepare, organise and maintain equipment, materials and resources for lessons and extracurricular activities.
· Assist teaching staff in setting up classrooms, studios, rehearsal spaces and performance areas.
· Maintain stock levels of consumables and advise Dept teaching staff on replenishment needs.
· Support safe working practices across all Creative Arts areas.
· Assist teaching staff to keep all workspaces tidy, organised and compliant with health and safety requirements.
· Undertake routine maintenance and basic repairs to equipment where appropriate.
· Assist with displays, exhibitions, performances and school events.
· Provide administrative support including photocopying, laminating, filing and resource preparation.
· Support students during practical activities when requested by teaching staff.
· Support students during examination activities when requested by teaching staff.

	
Art Support
· Prepare and distribute art materials and equipment for practical lessons.
· Maintain art classrooms, storage areas and equipment where applicable.
· Organise and safely store artwork and student portfolios.
· Assist in mounting displays and exhibitions of student work.
· Assist the Head of Subject to comply with COSHH regulations relating to art materials.

Music Support
· Set up and maintain musical instruments and audio equipment.
· Support rehearsals, concerts and performances within contracted hours or upon request from the Head of Dept/Business Manager.
· Assist with the organisation and storage of sheet music and music resources.
· Liaise with external instrument repair services where necessary.

Drama Support
· Prepare props, costumes and staging materials.
· Assist with lighting, sound and stage setup for productions and performances.
· Support rehearsals and performances, including backstage assistance.
· Maintain costume and prop inventories.

Health and Safety
· Assist the Head of Subject in their duties to ensure adherence to all relevant health and safety legislation and school policies.
· Carry out regular equipment checks and report defects promptly.
· Maintain safe storage and handling of specialist equipment and materials.


	General duties:
· Attend relevant meetings and training sessions.
· Participate in the school’s professional support staff performance management process.
· Support the wider life of the school where appropriate.
· Undertake any other duties commensurate with the grade and nature of the post.


	International ethos:
· To support and promote the school’s distinctive ethos and curriculum
· To support the school visits programme as appropriate e.g. taking part in visits, supporting Fringe etc.
· Be familiar with the varying needs and characteristics of a diverse school community.


	Administrative / CPD:
· To ensure administration is carried out in accordance with the current and related legislation.
· Undertake any training commensurate with the post.
· Any other reasonable duties as directed by the Senior Line Manager.




AES PERSON SPECIFICATON

	Essential Qualifications and Experience

	
· Good standard of general education, including GCSE English and Mathematics (Grade 4/C or above) or equivalent.
· Experience of working in an educational, arts or technical support environment.
· Experience of handling specialist equipment and materials safely.
· Basic ICT skills, including use of Microsoft Office applications.


	
Essential Knowledge and Skills



	
· Understanding of health and safety requirements within practical learning environments.
· Ability to organise and prioritise workload effectively.
· Good communication and interpersonal skills.
· Ability to work independently and as part of a team.
· Practical problem-solving skills.
· Ability to support a creative learning environment.
· Good organisational and time management skills.


	Essential Personal Qualities

	
· Reliable, flexible and proactive approach.
· Positive attitude towards young people and education.
· Calm and professional manner.
· Ability to maintain confidentiality.
· Willingness to undertake further training.


	Desirable Criteria

	
· Experience supporting Art, Music or Drama departments.
· Knowledge of stage lighting or sound systems.
· First Aid qualification.
· Experience of stock management and ordering.
· Understanding of safeguarding procedures within schools.


	Safeguarding Statement
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be subject to an enhanced DBS check and satisfactory references.
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