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Waltham Forest




JOB DESCRIPTION
Job Title:
Science Technician - Level 1
Department:
 CYPS
Division: Schools
Grade:  4
Range:  


Responsible to: Head Teacher
Responsible for: None

Job Purpose
· To provide professional technical support to the Science Department.
Key External Contacts

· Parents/Carers
Key Internal Contacts
· Pupils 
· Staff

Major Tasks, Duties and Responsibilities
· To maintain a safe working environment for staff and pupils.

· To deputise for the Senior Science Technician (where applicable) in the event of temporary absence.


· To be responsible for ensuring that cover work, set by teaching staff, is placed in laboratories and that this is then collected, to be given to staff on their return.  To ensure that subsequent requisitions are altered to take into account cover situations.
· To prepare materials and equipment as required by the departmental staff.

· To prepare practical lessons & examinations; setting out apparatus, cleaning away.

· To refill, label and clean laboratory reagent bottles, acids, alkalis, indicators, etc

· To make up stock solutions when required and regularly review labelling requirements of chemical stock.
· To assist the department staff with the delivery of practical lessons or demonstrate specialist techniques (ecology collecting methods, microbiology techniques, microscrope work); and under the instruction/guidance of the teacher to support pupils during practical work/demonstrations.
· To share good practice acquired from Inset with technicians and teachers.
· To ensure rooms and equipment are kept clean and tidy and that safety regulations are met, including checking equipment for safety, cleaning and sterilising equipment and advising pupils on safety aspects of particular practicals.  To maintain updateable stock recording system on computer.
· To assist with the creation of files and cataloguing of articles for pupil research and staff use.
· To assist with corridor and classroom display board upkeep.

· To record breakages and loans, in accordance with the school policy, if appropriate.

· To keep up to date with developments relating to the department including the use of ICT and monitor science related websites, highlighting to Senior Science Technician/Head of Faculty items of interest.
· To provide assistance with clubs and project work within the department during contracted hours.

· To assist in devising and maintaining regular inventories of materials, books, and equipment and conducting regular stock takes.

· To work within the school’s procedures on maintaining an inventory of equipment; assisting the Finance Officer and reporting as required.

·  To assist in the management of Health & Safety within the department and ensure that Health & Safety requirements and other regulations are observed. This may involve undertaking regular risk assessments as appropriate to the work area.

· To liaise with the Senior Premises Officer regarding the maintenance of machinery in particular where there may be Health & Safety implications.

· To carry out routine checking of equipment, repairing faults and arranging for repair where this cannot be performed in-house.

· To attend departmental meetings and team meetings.

· To assist in the administrative support for the department.

· To be responsible for First Aid in the Department and to assist in the provision of First Aid for the whole school as required or to assist the First Aider in the Department .

· To assist in one other department where appropriate and/or take part in interdepartmental work.
· Where relevant, responsible for the provision of support resources involving the handling of monies (selling of Revision Guides and Stationery).
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General Support Staff Responsibilities
· The post holder will be expected to carry out all duties in the context of and in compliance with all the school policies and those of LBWF.

· To be aware of and take part in the school’s performance management framework and participate in training & development activities as required.
· To participate in personal and team reviews and meetings.

· To ensure all new equipment in security marked and recorded in the school’s inventory.

· To be aware of Health & Safety Regulations relevant to the areas of work.
· The work of the school is characterised by peaks in demand for activities. The post holder is expected to assist when needed, whether or not they are part of their normal duties.
Other requirements:

· To attend and participate in staff meetings.

· To participate in training and performance management as required.

· To have an up-to-date Enhanced DBS Disclosure.
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