
 
  

  

DT Technician (Design/Workshop/Textiles and 

Food and Nutrition) and Site Assistant 
 
 

Full time role including working within the school holidays. 
25 days annual leave and public holidays. 

  
Scale D, Scalepoint 3 

Actual £24,796 
 

Immediate Start 
Closing date: Friday 23rd January at 12 noon 

Interviews: WB 26th January, provisionally Wednesday 28th 
January 2026 



POST TITLE DT TECHNICIAN (DESIGN/WORKSHOP/TEXTILES 
AND FOOD & NUTRITION) AND SITE ASSISTANT 

SCALE D 
RESPONSIBLE TO HEAD OF DEPT/BUSINESS MANAGER 

 
BROAD DESCRIPTION: 
Works under direction and instruction, liaising closely with teaching and support staff in ensuring 
safe practices are always observed, to: 

• Provide for general care of technology classrooms 

• Prepare materials and equipment for lessons etc 

• Maintain and provide for safe storage of stock (materials and equipment) 

• Assist teaching staff with practical lessons 

• Instruct students in the operation of CAD/CAM and workshop practices. 

• Provide general clerical support and undertake basic record keeping as required 

• Contribute to the school’s statutory duty to safeguard and promote the welfare of children 

 
RESPONSIBILITY FOR OTHERS: 
The post has some impact on the well-being of individuals or groups (i.e. physical, mental, social, 
health & safety). 
 
RESPONSIBILITY FOR STAFF: 
The post has no direct responsibility for supervising other staff though may be expected to 
demonstrate tasks or advise/guide new employees, work experience or trainees. 
 
RESPONSIBILITY FOR BUDGET: 
The post has limited responsibility for financial resources, involving placing orders, verifying invoices 
and handling small amounts of cash. 
 
RESPONSIBILITY FOR PHYSICAL RESOURCES: 
The post has some direct responsibility for physical resources, involving day to day maintenance of 
equipment, ordering, stock control of supplies and use of expensive equipment. 
 
HOURS OF WORK: 
Site staff work a shift pattern designed to ensure the needs of the Academy are met and provide for 
the most effective deployment of staff to cover demands that arise early in the morning, during the 
day and at evenings and weekends.  Staff will have sufficient advance notice wherever possible of a 
necessary change in the shift pattern to plan their commitments.  Staff will have the facility to 
arrange to “swap” shifts with colleagues providing this has been authorised in advance. 
 
The School 
 
Alcester Academy is a highly successful 11-16 school with 647 pupils currently on roll. Alcester is 
located between Studley and Stratford-upon-Avon. The school has an excellent reputation based on 
examination results, a progressive approach to educational development and a strong sense of 
community. At our last inspection in 2022, Ofsted judged us good. The school’s overall average 
Progress 8 score for a least the last two years places us as one of the top performing non-selective 
schools in Warwickshire, and in the top 5% nationally. 
 
Further details about the school can be found on our website (www.alcesteracademy.org.uk), 
including our current curriculum information. Our Twitter feed (@AlcesterAcademy) is another 
excellent source for a feel of the school.  
 



KEY TASKS AND RESPONSIBILITIES: 

DT TECHNICIAN 

TYPICAL TASKS ▪ Prepare materials/resources for lessons, activities, demonstrations and 

exams as instructed. 

▪ Instruct students on the use of specialist equipment and assist them with 

operation of such equipment. 

▪ Assist students in the selection and collection of materials. 

▪ Assist teaching staff with student supervision during practical work. 

▪ Clean and maintain machinery and equipment.  

▪ Maintain a clean, safe and orderly working environment. 

▪ Maintain and check stock/equipment is in good order and safe to use, 

organising repairs or servicing as necessary. 

▪ Inspect furnishings, machinery and equipment to ensure in good order and 

safe to use, reporting need for major repair to head of department and/or 

business manager. 

▪ As directed, manufacture basic equipment (e.g. tool racking and displays) 

▪ Store tools/equipment/materials safely. 

▪ Maintain workshop first aid kit. 

▪ Monitor stock levels, ensuring appropriate supplies are available. 

▪ Place orders for supplies of materials & equipment as required. 

▪ Responsible for Health & Safety within the department, including 

preparation and updating risk assessments and Portable Appliance Testing 

(PAT) testing. 

▪ Ensure COSHH records are maintained and associated procedures are 

adhered to. 

▪ Act as fire marshal and first aider for the department. 

▪ Maintain records and requirements for tools, equipment etc 

▪ Some clerical responsibilities (e.g. word processing, photocopying and 

maintaining records) 

▪ Assist with supervision of pupils out of the classroom (e.g. school trips) 

 

SITE ASSISTANT 

SECURITY AND 
ACCESS: 

Alongside other members of the Site Team, assist with: 

▪ Carrying out security procedures for the school buildings and grounds, 

including weekly fire alarm tests. 

▪ Ensuring routine and non-routine opening and closing of buildings/grounds. 

▪ Taking action to prevent trespass on the premises. 

▪ Ensuring unauthorised parking of vehicles does not occur 

▪ Identifying and making recommendations for improved security provision 

▪ Acting as a nominated key holder. 

▪ Reporting any break ins/damage to the building to the Police, obtain a Crime 

Reference Number, secure the building and arrange for any specialist 

contracts if required (e.g. locksmith). 

▪ Assisting with event planning and management, including coordinating 

security, access and logistical arrangements 

 

  



SITE 
MAINTENANCE  

Alongside other members of the Site Team: 

• Responsible for basic tools and equipment and report items, repairs, 

maintenance work that is required and is beyond own competence 

• Carry out minor maintenance and repairs to buildings, fittings and 

furnishings. 

• Report damage as appropriate. 

• Undertake requested planned and unplanned maintenance on site, grounds 

and buildings 

• Direct contractors to sites or repair and maintenance work. 

• Inspect work of contractors where satisfaction note required. 

• Operate heating plant to maintain certain temperatures and ensure 

adequate supply of hot water available. 

• Ensure that all areas, drains, gullies etc are inspected regularly to ensure 

they are clean and free-flowing. 

• Ensure preparation of rooms as necessary for in-school activities and out of 

school activities, including movement of equipment and resources as 

required. 

• Ensure fire event records are maintained and ensure the testing, servicing 

and replacement of equipment as required. 

• Ensure that procedures in the event of fire, flood, breaking and entering or 

major damage are carried out and properly documented and recorded. 

• Carry out frost precaution procedures and procedures in the event of fire, 

flood, breaking and entering, accident or major damage. 

• Provide emergency access in the event of snow or minor flooding or similar 

emergency situations. 

• Carry out snow clearing and gritting of main pathways and ensure they are 

safe for use. 

• Receive delivery of stock, materials etc and ensure appropriate safe storage, 

including maintenance of COSHH data sheets. 

• Maintain an adequate supply of materials to allow for day to day 

maintenance of the site and its facilities. 

• Ensure playing areas and paths are free from litter 

• Ensure to the day to day safe running of the school site. 

• Porterage of goods/materials and movement of furniture/equipment as 

required. 

• Manage the efficient use of resources, including energy and water. 

LETTINGS Alongside other members of the Site Team: 

• Prepare for and secure premises for all out of hours school activities and 

ensure accommodation and equipment is in place as required. 

• Ensure the site is prepared for normal school use following these activities. 

• Ensure safe storage of equipment. 

• Undertake school lettings in accordance with the Hiring of Education 

Premises and Grounds out of Normal Hours Policy. 

HEALTH AND 
SAFETY 

Alongside other members of the Site Team 

• Monthly water testing in accordance with legislation. 

• Portable Appliance Testing (PAT) of all electrical appliances on site when 

required. 



• Understand risk assessments relating to premises. 

• Carry out Risk Assessments as required and liaise with Heads of Department 

to ensure Departmental Risk Assessments are undertaken and reviewed as 

appropriate. 

• Undertake Health & Safety sweeps in an agreed routine. 

• Investigate and report on accidents and incidents, taking any appropriate 

corrective action as required to prevent re-occurrence. 

• Ensuring COSHH records are maintained and associated procedures are 

adhered to. 

• Coordinate emergency response plans and drills. 

GENERAL • Undertake all training appropriate for the post and the fulfilment of the 
duties. 

• Contribute to the development and implementation of the school’s 
sustainability initiatives. 

PERSONAL AND 
PROFESSIONAL 
CONDUCT: 

Our staff are expected to demonstrate consistently high standards of personal and 
professional conduct. The following statements define the behaviour and attitudes 
which set the required standard for conduct:   
 
Staff uphold public trust in the teaching profession and maintain high standards of 
ethics and behaviour, within and outside school, by: 

• treating pupils with dignity, building relationships rooted in mutual 
respect, and at all times observing proper boundaries appropriate to the 
professional position held. 

• having regard for the need to safeguard pupils’ well-being, in accordance 
with statutory provisions. 

• showing tolerance of and respect for the rights of others. 

• not undermining fundamental British values, including democracy, the rule 
of law, individual liberty and mutual respect, and tolerance of those with 
different faiths and beliefs. 

• ensuring that personal beliefs are not expressed in ways which exploit 
pupils’ vulnerability or might lead them to break the law. 

 
Staff must have proper and professional regard for the ethos, policies and 
practices of the academy, and maintain high standards in their own attendance 
and punctuality. 
Staff must have an understanding of, and always act within, the statutory 
frameworks which set out their professional duties and responsibilities. 

 

In addition to the roles covered within this document, all members of staff are expected to undertake 

any other task reasonably requested by the Headteacher. 

 

Person Specification 
The person specification shows the abilities and skills you will need to carry out the duties in the job 
profile. You should indicate clearly how you meet these requirements with examples of impact when 
you fill in your application form and supporting statement. 
 
  
 
 



DT Technician and Site Assistant Person Specification 

  

Education, Training & Work Qualifications 

 

 

Essential 

 

 

Desirable 

EVIDENCED 

(Application 

Form 

Interview 

References) 

Comprehensive knowledge and understanding of legislation, regulations, 

codes of practice, policies and procedures, including but not limited to 

Health & Safety at Work, COSHH, manual handling and working at height 
 •  A, I 

Able to carry out procedures, routines and follow instructions 
•   I 

Have practical knowledge and skill in the use, operation and maintenance 

of equipment and machinery •   A, I 

Working knowledge of administration systems, including MS Office 
•   

A, I 

Ability to plan and prioritise a range of regular and irregular tasks and 

ability to analyse tasks and how they may best be achieved •   
I 

Able to instruct students 
 •  I 

Knowledge of basic site maintenance and good practice in building 

services (i.e. heating, plumbing, carpentry, electrical etc).  Have a skill set 

suited to onsite repairs, maintenance and site upkeep 
•   A, I 

Driving Licence 
•   A 

Valid FAA3 Emergency First Aid at work certificate 
 •  A 

Valid Design & Technology Health and Safety accreditation 
 •  A 

Valid MIDAS training 
 •  A 

Good oral and written communication skills (GCSE or equivalent) 
•   

A, I 

Ability to relate in a friendly way with a wide range of personalities, be 

approachable and have excellent interpersonal skills. •   
I 



 
 

 
 
 
 
 
 
 
 
 
 
 

Experience 

Experience in a similar role within an educational setting 
 •  A, I 

Experience in building maintenance, handyperson and caretaking. 
•   

A, I 

Experience of driving minibus up to 17 seats 
 •  I 

Professional Development 

Willingness and a positive approach to undertake appropriate 

professional development •   A,I 

Enthusiasm, self-motivation 
•   I 

Use of initiative, have good organisational skills, be proactive and 

work independently •   I 

An interest in working with young people 
•   I 

Can solve straightforward problems, respond to unforeseen 

circumstances (e.g. hazards, accidents etc) •   I 

Understands school’s policies  •  I 

Personal Attributes 

Be flexible and adaptable to working across different year groups •   I 

Able to communicate effectively, orally and in writing, with 

colleagues, parents, governors, external agencies and the wider 

community 

•   I 

Develop and maintaining good relationships with colleagues •   I 

Have a positive attitude, energy and commitment •   I 

Willing to become involved in extra-curricular activities  •  I 

Ability to work as part of a team •   I 



The Application Process 
 
Please complete an Alcester Academy application form which can be found on our website 
https://www.alcesteracademy.org.uk/academy-information/vacancies. A written statement in 
support of your application will be accepted but we do not consider CVs. Please send your 
completed application to admin@alcesteracademy.org.uk. 
 
The application deadline is 12 noon on Friday 23rd January 2025. 
Interviews provisionally Wednesday 28th January 2026. 
 
If you have any questions with regard to this vacancy or wish to visit the school, please contact: 
admin@alcesteracademy.org.uk.  
 
We look forward to receiving your application. 
 
Alcester Academy reserve the right to appoint before the deadline for a suitable candidate. 
We reserve the right to follow up references provided in person.  
 
Alcester Academy is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment. Enhanced DBS disclosure is 
required for appointment to this post. For shortlisted candidates, please be aware that online 
searches may be done as part of due diligence check.  

 

Our staff are expected to demonstrate consistently high standards of personal and professional 

conduct. The following statements define the behaviour and attitudes which set the required standard 

for conduct:   

 

Staff uphold public trust in the teaching profession and maintain high standards of ethics and 

behaviour, within and outside school, by: 

• treating pupils with dignity, building relationships rooted in mutual respect, and at all times 

observing proper boundaries appropriate to the professional position held. 

• having regard for the need to safeguard pupils’ well-being, in accordance with statutory 

provisions. 

• showing tolerance of and respect for the rights of others. 

• not undermining fundamental British values, including democracy, the rule of law, individual 

liberty and mutual respect, and tolerance of those with different faiths and beliefs. 

• ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or 

might lead them to break the law. 

 

Staff must have proper and professional regard for the ethos, policies and practices of the academy, 

and maintain high standards in their own attendance and punctuality. 

 

Staff must have an understanding of, and always act within, the statutory frameworks which set out 

their professional duties and responsibilities. 

 

In addition to the roles covered within this document, all members of staff are expected to undertake 

any other task reasonably requested by the Headteacher. 

 

Elements of this job description may be negotiated at the request of either party and with the 

agreement of both. 

https://www.alcesteracademy.org.uk/academy-information/vacancies
mailto:admin@alcesteracademy.org.uk
mailto:admin@alcesteracademy.org.uk


 

Privacy Notice for Applicants: How we use your information 

 

What is a Privacy Notice?  

A Privacy Notice sets out to individuals how we use any personal information that we hold about them. We 

are required to publish this information by data protection legislation. This Privacy Notice explains how we 

process (collect, store, use and share) personal information about job applicants.  

 

What is Personal Information? 

Personal information relates to a living individual who can be identified from that information. 

Identification can be by the information alone or in conjunction with any other information in the data 

controller’s possession or likely to come into such possession.  

 

‘Special category’ personal information reveals racial or ethnic origin, political opinions, religious or 

philosophical beliefs, or trade union membership, and the processing of genetic data, biometric data for 

the purpose of uniquely identifying a natural person, data concerning health or data concerning a natural 

person's sex life or sexual orientation.  

 

What personal information do we process about applicants? 

The categories of applicant information that we collect, hold and share include: 

• The information you have provided on your application form, including name, title, address, telephone 

number, personal email address, date of birth, gender, teacher number, employment history, 

qualifications, subjects taught and other training and development activities. 

• Any test results which arise as part of this application process. 

• Information about your current level of remuneration, including benefit entitlements. 

• Information provided to us by your referees unless you have indicated otherwise on the application 

form. 

• Any academic qualifications. 

• Information on documents provided for the purposes of proving identity e.g passports, driving 

licences, birth certificates, and bank statements and utility or other invoices used for proof of address. 

 

Where you have named referees on your application form, we shall assume that they have consented to 

being approached by us. 

 

We may also collect, hold and share the following “special categories” of more sensitive personal 

information: 

• Information such as gender, age, ethnic group, religious belief, sexual orientation. 

• Information about your health, including any medical condition, health and sickness records. 

• Information about criminal records. 

• Information about being barred from working with children or vulnerable people. 

• Any information you provide to us during an interview.  

 

How is your personal information collected?  

We collect personal information about candidates from the following sources: 

 

• You, the job applicant. 

• Disclosure and Barring Service in respect of criminal convictions and information about being barred 

from working with children or vulnerable people (once a job offer has been made). 



• From former employers (once a job offer has been made). 

For what purposes do we use applicants’ personal information?  

We will use your personal information to: 

• assess your skills, qualifications and suitability for the role 

• carry out background checks 

• communicate with you about the process 

• keep records 

• comply with legal or regulatory requirements 

• make salary payments and pay PAYE and NI on your behalf 

 

We need to process your personal data in order to decide whether to enter into a contract of employment 

with you. It is ultimately in our legitimate interests to process personal data during the recruitment process 

and for keeping records of this process. Actively managing this data allows the recruitment process to be 

efficient and adequately confirm your suitability for the job.  

 

If you fail to provide information when requested, which is necessary for us to consider your application 

(such as evidence of qualifications or work history), we will not be able to process your application 

successfully. 

 

Information about your disability status may be used in order to consider where reasonable adjustments 

need to be made during the recruitment process. 

 

Information about your age, gender, race or national or ethnic origin, religious beliefs and sexual 

orientation will be used to ensure meaningful equal opportunity monitoring and reporting. 

 

Collecting applicant information 

Whilst the majority of information you provide to us is mandatory, some of it is provided to us on a 

voluntary basis. In order to comply with the General Data Protection Regulation, we will inform you 

whether you are required to provide certain information to us or if you have a choice in this.  

 

Who might we share your information with?  

We may share applicant information with members of our staff and Governors who are involved in the 

recruitment process, consultants/experts assisting with the interview process, HR providers, payroll 

providers (Strictly Education) and managers who hold vacancies. 

 

Appropriate security measures have been put in place to prevent personal information being accidentally 

lost, used or accessed in an unauthorised way.  

 

We will not share your data with third parties, unless your application for employment is successful and an 

offer has been made. They will only process personal information on our instructions and are subject to a 

duty of confidentiality.  

 

Procedures are also in place deal with suspect data security breaches and you will be notified of a suspected 

breach where we have a legal obligation to do so. 

 

What do we do with your information?  

All personal information is held in a manner which is compliant with Data Protection legislation. Personal 

information is only processed for the purpose it was collected. Alcester Academy monitors the personal 



information it processes and will only share personal information with a third party if it has a legal basis to 

do so.  

 

How long do we keep your information for?  

In retaining personal information, Alcester Academy complies with the Retention Schedules provided by 

the Information Record Management Society. The schedules set out the Statutory Provisions under which 

Alcester Academy are required to retain the information.  

 

Transferring data internationally 

Where we transfer personal data to a country or territory outside the European Economic Area, we will do 

so in accordance with data protection law. 

 

What are your rights with respect of your personal information? 

Under data protection law, applicants have the right to request access to information about them that we 

hold. To make a request for your personal information contact the School Data Protection Officer at 

Warwickshire Legal Services via email at schooldpo@warwickshire.gov.uk or alternatively;  

 

School Data Protection Officer 

Warwickshire Legal Services  

Warwickshire County Council  

Shire Hall 

Market Square 

Warwick 

CV34 4RL 

**Please ensure you specify which School your request relates to.  

 

You also have the right to: 

• object to processing of personal data that is likely to cause, or is causing, damage or distress 

• prevent processing for the purpose of direct marketing 

• object to decisions being taken by automated means 

• in certain circumstances, have inaccurate personal data rectified, blocked, erased or destroyed; and 

• claim compensation for damages caused by a breach of the Data Protection regulations  

  

If you have a concern about the way we are collecting or using your personal data, you should raise your 

concern with us in the first instance or directly to the Information Commissioner’s Office at 

https://ico.org.uk/concerns 
 

 


