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Waltham Forest




JOB DESCRIPTION
Job Title:
Technician (Curriculum/Resource Support) – L1
Department: CYPS
Division: Schools
Grade:  Scale 3
Range:  


Responsible to: Head Teacher
Responsible for: None

Job Purpose
· Under the direction/instruction of senior staff: provide general support to staff and pupils, including preparation, and routine maintenance of resources/equipment.
Key External Contacts

· Parents/Carers
Key Internal Contacts
· Pupils
· Staff

Major Tasks, Duties and Responsibilities
1
Support for Pupils
· Support pupils in accessing learning activities as directed by the teacher. 
2
Support for the Teacher
· Ensure the maintenance of a clean and orderly working environment.

· Timely and accurate preparation of routine equipment/resources/materials as set out in instructions.

· Undertake basic record keeping as directed.

· Assist the teacher with learning activities ensuring health and safety and good behaviour of pupils.

· Provide clerical/administrative support e.g. telephoning to make enquiries, arrange visits, organise visiting speakers, photocopying, printing, display, collection and recording of money etc.  
3
Support for the Curriculum
· Monitor and arrange orderly and secure storage of supplies.

· Maintenance of every day equipment, check for quality/safety.

· Undertake simple repairs and report other damages.

· Operation of every day equipment in accordance with instructions.
4
Support for the School 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person.

· Be aware of and support diversity and ensure all pupils have equal access to opportunities to learn and develop.

· Contribute to the overall ethos/work/aims of the school.

· Appreciate and support the role of other professionals.

· Assist with the supervision of pupils out of lesson times e.g. clubs, extra-curricular activities.
· Utilisation of specialist skills to support and promote the school.

· To undertake any other tasks as directed by the Head teacher commensurate with the grading of the post.
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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