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Job Description 
Job Title: 


PE Technician
Reporting to:

Head of PE/Games
Core purpose of the Job
To provide the PE department with administrative & technical support. The purpose of this post is to assist the department in providing high quality teaching and learning in PE.   

Administrative responsibilities:
· Support with letters/emails to parents, other schools and outside agencies.
· Undertake photocopying/laminating for the department.
· Ensure displays in the pavilion are up to date and create a positive working environment.
· Maintain the Sports Honours (Colours) List. 

· Answer telephone and take messages.
· Arrange/confirm fixtures and produce Department Calendar.
· Book transportation e.g. school minibuses and coaches for fixtures, when applicable.
· Send items for the website to website administrator/ VLE coordinator.
· Help with organisation of special events e.g. Celebration of Achievement/sports day/Open Evenings.

· Participate in departmental meetings (take notes, contribute ideas etc).
· Liaise with grounds maintenance for PE requirements.
· Liaise with external coaches who run after school clubs.
· Organise team photographs when applicable.
· Collate articles and put together a newsletter each term.
· Prepare kit/equipment/working spaces prior to all Games lessons to ensure a prompt start.
Technical Support:
· Assist teachers in PE/Games lessons .
· Contribute to the PE department’s extra-curricular programme by coaching, leading teams, helping to host fixtures.
· Take photographs as required.
· Deal with questions/problems from students.
· Lost property- organise and work with Reception to ensure kit is returned to its owner.
· Organise the washing of school owned PE kit via the launderette.
· Ensure First Aid kits are fully stocked and ordered through Mrs Blatchford  (School Office) when stock is low.
· Undertake departmental stocktaking.
Other responsibilities:
· Work towards and support the school vision and the current school objectives outlined in the School Development Plan.

· Contribute to the school’s programme of extra-curricular activities - in particular, reporting to the Director of Rugby.
· Support and contribute to the school’s responsibility for safeguarding students.

· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Work within the school’s Diversity/Equal Opportunities Policy to promote equality of opportunity for all students and staff, both current and prospective.

· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues.

· Engage actively in the performance appraisal process.

· Adhere to policies and procedures as set out in the Governing Body’s Regulations, Staff Handbook, PE & Games Handbook and as otherwise notified from time to time.

· Undertake other reasonable duties related to the job purpose, required from time to time.

We reserve the right to vary this job description to match the strengths and experience of the appointee.
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