
 

To line management and oversee the development of other technical staff within the 
department.  

Curriculum Support  

 To be responsible for obtaining stock, re-ordering, checking deliveries and undertaking 
annual stock checks across the food and Design department. 

 To maintain materials, stock, including the procurement of ingredients for practical food, and 
apparatus required for demonstration and for practical work in all workshops and classrooms 
(DT and Food). 

 To be responsible for the orders and lessons and demonstrations.  

 To be responsible for preparation of materials, equipment and machinery for practical lessons 

 Test new equipment and devise new practical work (with support from departmental teaching 
staff). 

 To provide an efficient system for ordering, stocking, storing and distributing items used in the 
Design and Technology Department and Food department, including any associated record 
keeping. 

 To operate all relevant information and recording systems including cataloguing, filing and 
inventories, and legal records as they relate to Health and Safety and equipment/ appliance 
testing.  

 To receive and check deliveries and associated invoices. 

 To obtain materials/ ingredients as appropriate (support for large food orders).  



 

 Raise Purchase orders for all equipment for the successful teaching of Food & 
Nutrition, all Design & Technology subjects and other departments as required.  Record 
& monitor this expenditure. 

 To prepare materials for teachers and/or pupils when required for class use i.e. 
demonstrations, experiments, examinations and assessments  

Health and Safety  

 To ensure that all practical teaching areas and materials preparation areas are 
maintained in a clean, tidy and safe condition (across the Design and Food department)  

 To maintain and repair workshop tools and equipment to required standards, including 
obtaining estimates for more complex repair work. 

 To carry out routine and ad-hoc safety checks on equipment, as required, and keep a 
record of all inspections  

 To ensure that equipment, apparatus, tools and machines are kept in good order and 
repaired, serviced or replaced when necessary (Including arranging the PAT testing of 
electrical equipment as appropriate).  

 To liaise with suppliers, maintenance engineers and representatives on behalf of the 
Curriculum lead 

 To be responsible for ensuring general maintenance work within the department is 
actioned.  

 To be aware of the relevant Health and Safety regulations, undertaking appropriate training to 
ensure knowledge is kept up-to-date. To give health and safety information to technical staff, 
teachers and pupils/students. 

 To ensure the safe storage of and/ or disposal of equipment, materials, chemicals and waste 
materials in line with recognised procedures and contribute to the production of appropriate risk 
assessment (to include appropriate labelling of chemicals/materials used in the workshop).  

Student Support  

 To support in class/ workshop setting with students as requested by the teacher/ CL.  
 To be responsible for departmental filing and supervise photocopying in liaison with 

the reprographics staff (responsibility of technicians) 
 To set up demonstration for practical lessons as requested, ensuring they work effectively and 

are cleared away. 

 To deliver equipment and resources to workshops or classrooms as requested by teachers. 

 To test practical work before their use in a workshop setting. 

 To collect, clean, check materials and return tools and workshop equipment to stores. 

 To set up demonstration for practical lessons as requested, ensuring they work effectively and 
are cleared away. 



 

 To construct and/ or modify workshop resources for demonstration, use and display. 

 Be involved with extra curricular activities 

Whole school - uphold the school values, behaviour strategies etc. 

Support in the building, installing, manufacturing, procuring and developing various equipment 
across the school including of set/ exhibitions and other requirements of the creative departments.  

 

 Staff Association - Items for Staff Functions, celebrations, significant birthdays etc. 
 MHOS - Refreshments for Staff. Order/ collection/ delivery of food/ cakes/ 

refreshments for staff 
 TLC – consumables for External Lets 
 Support various other Departments as required 
 Maintain/repair various equipment throughout the school e.g. laminators, guillotines, 

etc. 
 Manufacture items for the school as required. 
 Carry out Portable Appliance Testing on equipment as required/arrange PAT 

equipment calibration. 
 Help caretakers with lifting, designing items, covering when absent and other 

requirements. 
 Organise any Staff Association events including end of Summer and Autumn term 

refreshments. 
 Support in developing relevant community links and Artsmark/ Cultural procurement, 

trips and events.  
 Breakfast club and AP ingredients/ breakfast supply (Orders, collection, etc) 
 

 
 

 

 

 

 



 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 



 

 

 


