Art Technician – Draft Job Description
The technician is responsible to the Head of the Art and Design Department. 
Principal Responsibilities:

To support the teachers in the department.
To ensure stock is ordered, checked, stored and distributed as and when required and co-ordinated with the scheme of work. 
To keep records of orders made and received and manage the budget for the department.
To be aware of Health and Safety issues and implement any changes.
Additional Responsibilities:

To help prepare resources for practical lessons including setting up equipment as well as any necessary reprographics work.
To assist in lessons, if required.
To keep equipment and classrooms in good working order e.g. arranging repairs and keeping working areas clean and tidy.
To assist students with the practical aspects of their work if required.
To run the two kilns and general maintenance in the ceramic room.
To contact the IT Dept if computers, printers, etc. are not working.
To keep the Art Rooms supplied with consumables.  
To determine charges for pupils to purchase equipment and to maintain accurate records.

To organise the ordering, compiling and distribution of student art packs. 
To display student work within the department and the whole school. 
To assist in set up for open evenings, practical exams and in house exhibitions and moderation displays. 

To help to input data relating to pupil performance.

To assist with department proofreading and document checking. 
To photograph and keep archive records of student work.
To manage the storage of students’ work within the department.
To help to organise and manage paperwork for department trips, liaising with the finance department.

Ideally, the candidate would be willing to be first aid trained. 

This list is not exhaustive but gives an idea of day-to-day responsibilities. 

Art based training would be beneficial but not essential
